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MANAGEMENT SERVICES EXHIBIT S-6, JOA
CHAPTER .6

SUPPLY MANAGEWT - CENTRAL OPERATIONS
.

DtPARTMCNTOf
HEALTH, EDUCATIOW, AND WtLf ARE

PROPERTY ACTION RRWRST  TO SUI’CLY  Of FlCfR

(1) NLQULstlnG  .oFFtcr Supply S e r v i c e  C e n t e r OATL OF THIS IILQUUT

Nav,ajo  A r e a  IHS
'Gal Lyp. NW1~0

(2) ACTION RLQUUTLO  fCh08k on@

I42a a

m TRANSFER 0 RCCCWT 0 OlS?OSITION INSTRUCTIONS

ITCY  NO. OR
.STOCK NO.
fit l ~a1tabt.j

00893.1

01184.3

DLSCRICTION

Baci t tac in  Ointment
l/2 Ot T u b e ,  12/8X

Sul f isoxazole ,  Susp.

Code "34"
Credit  General Ledger
Account 125.1 5520.53

MAN-
TITY UNIT

(6)

BX

BT

:ONOl-
TION

LIT.
UNIT
:OST

r0~cCOhwL~TCObY
IUPCLY  P E R S O N N E L

UNIT
:OST

.36

029

Of AL
:OST

18.0(

t 12)  CXPLAMATION  OF ACTION RCQULSTLD:

Transfer  o f  Suppl ies  to : Phoenix Indian Medical Center
Phoenix ,  Ar izona

SIGNATURE OF INITIATOR (14) SIGNATUIIL  OF RCCCIVING  OFFICIAL

/s/ Joe O v e r s  tacked

115) CUSTODIAL  F ILE  UPOATCD (l(i) CUSTOOIAL  FILE UCOATEO

WlTiALS  OF ACCOUNTAOLE  OFFICCR  - DATE INITIALS OF ACCOUN,TAOLC  OFFICER - DATE

(17) SIGNATURE OF ACCOUNTAELC  OFFICER (18) OATC (19) P R O P E R T Y  VOUCnLf

4-2-83 83-04-0081

‘COLUMN 7 A 11. SCC R,CVr?St  SlDt O.F,~O~$



SUPPLY MANAGEMENT - CENTRAL OPERATIONS

DtPARTMW4T06
HEALTH, EDUCATION, AND WCtf ARE

PROfLRTY ACTION RLOULST  TO SUWLY  OffICLR

(1) REQULSTINO  OFFICE
Phoenix Indian Medical Center

OATc OF THIS ntaucst

Phoenix, Arizona 4-15-83

(2) ACTION RLQULSTCO (Chocl  on.1

0 TRANSFER 0 TURN IN &3 RCCCIPT 0 OlSPOSiTlON  IN$TWJCTlONS

ITEM  NO. OR
STOCK NO.

(11 marfable)

(3)

02402.3 Bacitracin Ointment
l/2 02

02920.3 Sulfisoxarole, Susp

OCSCRIPTION

Code “2 4"

Debit General ‘Ledger Account
125 .1  5520 .53

WAN-
TITY

600

157

UNIT

(6)

TU

CONOI-
TION

LIT.
UNIT
COST

TO Ilt COYPLCTLO  I’
SUPPLY PLRSONNtL

UNIT
COST

1.27

rOTAL
COST

18.0

4CTI
co1

i12)  EXPLANATION OF ACTION REQULSTCO:

Receipt of Suppl ied from: S u p p l y  S e r v i c e  C e n t e r

Flavajo  Area  I HS
Gal lup, New Mexico

(1% &NATURE:  OF INITIATOR (14) SIGNATUNE  OF RtCLlVlNG  O F F I C I A L

/s/ J o e  Unde rs tacked
(l)) CUSTODlAb  FILE uPOATLD (16) CUSTOOIAL  FILE  UPOATLO

INITIALS OF ACCOUNTABLE OFCICtR  - QATC INITIALS OF ACCOUNTAmLt  OFFICCR  - DATE



MANAGEMENT SERVICES _ EXHIBIT S-6.1OA{43
CHAYTER 6

SUPPLY MANAGEMENT - CENTRAL OPERATIONS

ouam OWAIITYtNT Of JUfflC8 I ORUO ENIORCIMINT  AOMINI~RATION PACKA No.
No.  4snm86 REOITTRANTS INVENTORY Of DRUG8  WRRENDLRED I

Tb following #chedukl  i6 m llmelltory oi coeo~  slltlatlln~  lrllidl i6 hemby #lurexldered  to you
for prop dirpodtion. .

NOTE:  Ro#mnu  wlil  flll lo Column8 1. % 6. md 4 Only.

NAME  OC OllUO  011  l IICCARATION

Rqkumt=8 OEA Numbu

16
OEA Form
IMW. 1OlOI  - 4’

.

Indian Health Manual
e

(g-30-86) TN 86.4
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M~FNT SFR&&Q
CHAPTEk  6

SUPPLY MANAGEMENT - CENTRAL OPERATIONS

EXHl6lT S-&lOA{S)

STATION MoNrH
Voucher Mmber

VCUW3
NWBER

01

02

03

04

OS

06

07

08

09

10

11

12

1 3

14

1s

16

17

18

19

20

T VOUQ-JER
NUMBER

21

22

23

24

2s

26

27

28

29

30

31

32

33

34

3s

,36

37

38

39

40

VOUCHER
NUMTER EFD VCUCHER DATE VCUCHER DATE

NWBER REC'D WER RECvD

41 61 81

42 62 82

43 63 83

44 64 84

4s 6s 85

46 66 86

47 67 87

48 68 88

49 69 89

SO 70 90

51 71 91

52 72 92

53 73 93

54 74 94

ss 7s 9s

56 76 96

57 77 97

58 78 98

s9 79 99

60 80 100

Indian Health Manual ( g - 3 0 - 8 6 )  . TN 86.4
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MANAGEMENT SERVICES EXHIBIT 5-6.19(7)
CHAPTER 6

SUPPLY MANAGEMENT - CENTRAL OPERATIONS

1dwErJ70RY  Recog~~!~  L 13TldG

SLC

x

0

DATG

U
DESCRf  PI/ CMJ I

x” .
x xx

--.-x

GRAPEfRtlJ,  f SCC?/Od trcwr Cd
Slow mix Itlo 3 0 3

DATE :

5

PAGE

RECOWT
QtiAdlr TY

Indian Health Manual (g-30-86) TN 86.4



MANAGEMENT SERVICES (PART 5) EXHIBIT 5-6.10(8)
CHAPTER 6

SUPPLY MANAGENT - CENTRAL OPERAkONS .I
I
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MANAGEMENT SERVICES

CHAPTER 6
EXHIBIT S-6.10(9)

SUPPLY MANAGEMENT
I ; I8 'r 1 - CENTRAL.OPERATIONS1! I
I 2:

I~~~~~o~y  ~o;ros~Mem’i  DOC-f-‘7 )
).

;D9TE ! PlrGE

AREC\: e
/ I I

STAT:.  ; fmJ* DATE

VOUCHER  #q: &-k&t&~ ’ i

i.3 CARRcJfS  STRNtJEo  BA6 c s 5.55 _ s

SEQIJEF'CE: AREA; S'TATION; ACCOUNT CODE;
Id=* ldur4OER

90.00

a3 9.36

.
Indian Health Manual ' (g-30-86)

TN 86.4



MANAGEMENT SERVICES . EXHIBIT 5-6.10(10)
CHAPTER 6

SUPPLY MANAGEMENT - CENTRAL OPERATIONS

ACCourJT:  X
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MANAGEMENT SERVICES' EXHIBIT 5-6;10A(lI)
CHAPTER 6

SUPPLY MANAGEMENT - CENTRAL OPERATIONS

DEPAATMENT  O F
HEALTH AND HUMAN SERVICES

REQUEST FOR PROPERTY ACTION
(4) DATE OF REQUEST

(Date)
(3) CAN. NO. & ADMIN. CODE(1) REQUESTING OFFICE, ROOM NUMBER 81 TELEPHONE NUMBER (2) CUSTODIAL LOCATION

(Your Location) I
(5) ACTION REQUESTED (turn in, receipt, transfer, disposition instructions) EXPLAIN IN DETAIL.

(Return of Overstocked/Urirequired  Supplies to Supply Service Center.)

(State Brief Reason(s) .for return.)

SERIAL NO.

DEC::  NO.
(6)

(Index No.)

(131 SIGNATURE 0

DESCRIPTION AND STOCK NUMBER

(7)

(Catalog Description of Item)

Sub-Sub Activity-Code:

CAN:

User Code:

Station Code:

(The above accounting data must be
included.)

NlTlATOR 1 DATE 1 (161 GUI
(Signature of Service Unit I IN11

LIAN-
TITY

(8)

:Qty)

Eiz
.LS OF I

UNIT

(9)

(SSC
unit
of

ssue)

E

C

i

:ONDI-
TION

(10)

iD

JNIT rOTAL
ZOST COST

(11) 112)

1 DATE
:OUNTABLE  OFFICER 1

Property & Supply Officer)
“4) SIGNATURE OF RECEIVING OFFICIAL DATE (17) CUSTODIAL FILE UPDATED DATE

INITIALS OF ACCOUNTABLEOFFICER

(16) SIGNATURE OF ACCOUNTABLE OFFICER DATE (18) VOUCHER NO.

Indian Health Manual
I I
(9-30-86) TN 86.4



INSTRUCTIONS FOR CCMVIPLETING  HHS-22

Block #
1. Identify your organization by name, location by room number, and your telephone number.
2. ;Your  custodial area/location code.
3. Your common accounting number and your administrative code..
4. Date of your request.
5. Specify what you want to have done:
6. Serial number or local decal number. If neither leave blank. DO NOT COMBINE MACHINES AND FURNITURE.”
7. Complete nomenclature of the item(s) stock number, model number, etc. It is necessary to adequately describe the items

to insure identification.
8. Number of units.
9. Unit of issue: each, set, pkg., etc.

10. Condition code. See below.
11 and 12. From the file of best estimate. Accountable officer should verify.
13. Print/type name of Custodial Officer. Sign and date.
14. To be completed by individual receiving property, Print/type name, sign and date.
15. Signature of Accountable Officer or authorized representative.
16 and 17; To be initialed by the Accountable Officer when action has been posted to appropriate account.
18. To be assigned by the Accountable Officer.
- - - e m - - - - - - - - - - - - - - - - - _----- --------__________-_______

Condition Codes (Column 10)

Disposal condition
code

Brief definition Expanded definition

1

2

3

4

6

6

X

S

Unused-good . . . . . . . ., . . . . . . . Unused property that is usable without repairs and identical or
interchangeable with new items from normal supply sources.

Unused-fair . . . . . . . . . . . . . . . . Unused property that is usable without repairs, but is deteric-
rated or damaged to the extent that utility is somewhat
impaired.

Unused-poor . . . . . . . . . . . . . . . Unused property that is usable without repairs, but is consider-
ably deteriorated or damaged. Enough utility remains to clas-
sify the property better than salvage.

Used-good . . . . . . . . . . . . . . . . Used property that is usable without repairs and most of its
useful life remains.

Used-fair . . . . . . . . . . . . . . . . . Used  property thet is usable without repairs, but is somewhat
worn or deteriorated and may soon require repairs.

Used-poor . . . . . . . . . . . . . . . . Used property that may be used without repairs, but is consider-
ably worn or deteriorated to the degree that remaining utility
is limited or major repairs will soon be required.

Repairs required-good . . . . . . , . . . Required repairs are minor and should not exceed 15 percent of
original acquisition cost.

Repairs required-fair . . , . . . . . . . Required repairs are considerable and are estimated to range
from 16 percent to 40 percent of original acquisition cost.

Repairs required-poor . . . . . . . . . . Required repairs are major because property is badly damaged,
worn, or deteriorated, and are estimated to range from 41 per-
cent to 65 percent of original acquisition cost.

Salvage . . . . . . . . . . . . . . . . . . . Property.has  some value in excess of its basic material content,
but repair or rehebilitetion to use for the originally intended
purpose is clearly impractical. Repair for any use would exceed
65 percent of the original acquisition cost.

Scrap . . . . . . . . . . . . . . . . . . . . Material that has no value except for its besic  material content.

Distribution
Original and 2 - To Accountable Officer
1 COPY - To Receiving Office
1 COPY - Hold

CPO 009-801



MANAGEMENT SERV I CES

CHAPTER 6
SUPPLY MANAGEMENT -.CENTRAL OPERATIONS

EXHI~JIT  S-~.IOA{  14)

PROPERTY VOUCHER REGISTER
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MANAGEMENT SERVICES 
6

EXHIBIT 5-6.1OA(l5)

SUPPLY MANAGEMENT - CENTRAL OPERATIONS

UNITED STATES GOVERNMENT

m e m o r a n d u m

REPLY T-UAl-TN OF:

SUBJECT: Acceptance/Transfer of Custody of Controlled Substances

TO: Director Supply Service Center
Area Indian Health Service

I,
(name)

, , of this
(title)

facility, attest that the physical inventory and the perpetual inventory
records of Controlled Substances carried in the stores stock inventory
system are in balance, and that the perpetual inventory records are a
true and accurate record of activities for the Controlled Substances. A
transfer of the Controlled Substances inventory is made as of this date
to .

Cname)

(signature and date)

ACCEPTANCE
1 certify that I have received from the

(name)
quantities of Controlled Stubstances listed in the perpetual inventory
records as of this date. I accept responsibility for the custody of
these items, as well as for stocking and issuing, in accordance with
published procedures and regulations.

-

(signature and date)

Indian Health Manual (g-30-86) TN 86.4



MNAGEMENT  SERVICES'- EXHIBIT S-6.1OA(16)
CHAPTER6

SUPPLY MANAGEMENT - CENTRAL OPERATIONS

PERPETUAL IN~E~ORY  RECORD 0~ CONTROLLED DRUGS

I I I ON0 I HOS ITAL. I
I OR ELINIC [ POSTED 1 BALANCE

DATE 1 Q* I I!j&REC'D 1
1 OkbJCtIkR 1

NUMBER I RECEIVING 1 BY I OHHAND
I I I I I
I I I I I I

I I . I I I I

I I I I I I

I I I I I I

I I I I I I

I I I I I I

I I I I I I

I I I I I I

I I I I I I
I

I I I I I I

I. I I I I I

I I I I I I

I I I I I I

I I I I I I

I I I I I I

I I I I I I

I I I I I I

I I I I I I

BALANCE CARRIED FORWARD I

hAME OF DRUG:

STRENGTH: UNIT OF ISSUE: INDEX NUMBER

3
Indian- - TN 86.4’



MANAGEMENT SERVICES EXHIBIT 5-6.10A(16)
6

SUPPLY MANAGEMENI’ CENT’RAL OPERATIONS

. INSIRUCTIONS FOR COMPLETING
PERPETUAL INVENTORY RECORD OF CONTROLLED DRUGS

1.

2.

3.

4.

5.

6.

7.

DATE : Enter the date the item is received or issued.

QTY REC’D: Enter the quantity received. Be sure the quantity posted agrees
with the SSC Unit of Issue.

TY ISS’D: Enter the quantity issued.
U n i t  o f  I s s u e .

Be sure the quantity posted agrees

P.O. NO. OR VOUCHER NUMBER: On  items purchased, enter the purchase order
number. On stock issues and other actions, enter the document voucher number.

HOSPITAL OR CLINIC RECEIVING: Enter the name of the Hospital or Clinic that
the issue is to.

POSTED BY: The person posting the entry is to initial this block.

BALANCE ON HAND: Enter the current quantity on hand after each posting. The
Balance on Hand should agree with the physical quantity on hand.

The above postings are to be made as each receipt/issue is made.

OTHER BLOCKS: Self explanatory.

Indian Health Manual (9-30-86) TN 86.4



MANAGEMENT SERVICES EXHIBIT 5-6.1OA(18)
CHAPTER6

SUPPLY MANAGEMENT - CENTRAL OPERATIONS

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

11.

12.

13.

14.

15.

16.

17.

18.

'STATION MASTER RECORD CODE SHEET

TRANSACTION CODE: 5

AREA CODE:

STATION CODE:

DATE: FY  C M - -

INDEX NUMBER: .

STORAGE LOCATION CODE: -

REVIEW POINT QUANTITY:

UNIT COST:, -  .

EOQ TYPE CODE: - ,

CODE C MONTHS MOD:

CODE B QTY MOD: - - - -

CODE D, Y, Q, ACTION MOS MOD: l-QTR- 2-QTR- 3-QT'R

ORDER NUMBER: -

VENDOR NAME: - - - - - - - - - - - - -

SOURCE CODE: -

LEAD TIME MONIHS: _.-

SOURCE UNIT OF ISSUE: - -

STANDARD PACK QUANTITY: -

4-QTR - -

Indian Health Service (9-30-86) TN 86.4



MANAGEMENT SERVICES EXHIBIT 5-6.lOA(18)

SUPPLY MANAGEMENT
6

- CENTRAL OPERATIONS

INSTRUCIIONS FOR COMPLETING STATION MASTER RECORD CODE SHEET

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

11.

12.

TRANSACTION CODE : ENTER 5A TO ADD
CHANGE DATA ON AN EXISTING STATION
AN EXISTING STATION MASTER RECORD.

AREA CODE: ENTER YOUR AREA CODE,

A NEW STATION MASTER. ENTER SC TO
MASTER RECORD. ENTER SD TO DELETE

STATION CODE: ENTER YOUR STATION CODE.

DATE: ENTER FISCAL YEAR AND CALENDAR MONTH.

INDEX NUMBER: ENTER THE INDEX NUMBER ASSIGNED TO THE ITEM.

STORAGE LOCATION CODE: SA TRANSACTION - ENTER THE CODE THAT IDENTIFIES
THE STORAGE LOCATION OF THE ITEM WITHIN THE WAREHOUSE. SC TRANSACTION
- ENTER CODE OR LEAVE BLANK. REFER TO S-6.5, LOOK-III’ TABLE NO. 10, FOR
ACCEPTABLE CODES.

REVIEW POINT QUANTITY: SA TRANSACTION - ENTER THE REVIEW POINT QUANTITY
FOR THE ITEM. SC TRANSACTION - ENTER THE UPDATED REVIEW POINT QUANTITY
OR LEAVE BLANK. LEAD TIME MONTHS PLUS 1.0 SAFETY STOCK MONTHS TIMES
PROJECTED AVERAGE MONTHLY ISSUE QUANTITY EQUALS REVIEW POINT QUANTITY.

UNIT COST: SA TRANSACTION - ENTER THE UNIT PURCHASE PRICE FOR THE ITEM
THAT AGREES WITH YOUR STATION UNIT OF ISSUE, (DOLLARS AND CENTS). SC
TRANSACTION - ENTER UPDATED UNIT PURCHASE PRICE OR LEAVE BLANK.

EOQ TYPE CODE: SA TRANSACTION - ENTER THE EOQ TYPE CODE ASSIGNED TO
THE ITEM. SC TRANSACTION - ENTER THE UPDATED EOQ TYPE CODE OR LEAVE
BLANK. REFER TO S-6.5, LOOK-UP TABLE NO. 6, FOR PROPER CODES.

CODE C MONTHS MODIFIER: IF EOQ TYPE CODE C IS ENTERED IN ITEM 9, THEN
A MONTHS OF SUPPLY MODIFIER MUST BE ENTERED. THE MONTHS OF SUPPLY
MODIFIER WOULD BE THE NORMAL MONTHS OF LIFE EXPECTANCY LEFT FOR THE
ITEM WHEN RECEIVED. TYPE CODE C SHOULD ONLY BE USED FOR THOSE ITEMS
THAT HAVE AN EXPIRATION DATE OF LESS THAN 12 MONTHS WHEN RECEIVED.

CODE B QUANTITY MODIFIER: IF EOQ TYPE CODE B IS ENTERED IN ITEM 9,
THEN A QUANTITY MODIFIER MUST BE ENTERED. THE QUANTITY MODIFIER IS TO
BE THE MAXIMUM QUANTITY BASED ON YOUR UNIT OF ISSUE THAT STORAGE SPACE
IS AVAILABLE FOR AT ANY POINT IN TIME.

CODE D, Q, Y ACTION MONTHS MODIFIER: IF EOQ TYPE CODE D, Q OR Y IS
ENTERED IN ITEM 9, THEN AT LEAST ONE ACTION M0NTH MODIFIER MUST BE

THE ACTION MONTH OR MONTHS MODIFIER WOULD BE THE MONTH OR
MONTHS THAT YOU WANT THE ITEM TO APPEAR ON THE REQUIREMENTS ANALYSIS

Indian Health Service (9-30-86) TN 86.4
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MANAGEMENT SERVICES EXHIBIT 5-6.lOA(18)

SUPPLY MANAGEMENT - CENTRAL OPERATIONS

REPORT REGARDLESS OF THE CURRENT STOCK ON HAND. l-QTR - LEAVE BLANK OR .
ENTER 1 FOR JANUARY, 2 FOR FEBRUARY, 3 FOR MARCH. 2-QTR - LEAVE BLANK
OR ENTER 4 FOR APRIL, 5 FOR MAY, 6 FOR JUNE. 3-QTR - LEAVE BLANK OR
ENTER 7 FOR JULY, 8 FOR AUGUST, 9 FOR SEPTEMBER. 4 -QTR - ENTER 10 FOR
OCTOBER, 11 FOR NOVEMBER, 12 FOR DECEMBER.

13.

14.

15.

16.

17.

18.

ORDER NUMBER: 5A TRANSACTION -ENTER THE VENDOR ORDER NUMBER FOR THE
ITEM. 5C TRANSACTION - LEAVE BLANK OR ENTER CURRENT VENDOR ORDER

IF THE
COMPLETE NSN

ORDER NUMBER IS A NATIONAL STOCK NUMBER, ENTER THE

NUMBER WITH b
IF THE ORDER NUMBER IS NOT A NSN, PREFIX THE ORDER
“M” IN THE FIRST COLUMN.

VENDOR NAME: 5A TRANSACTION - ENTER THE VENDOR NAME THAT THE ITEM IS
ORDERED PROM. SC TRANSACTION - LEAVE BLANK OR ENTER THE CURRENT VENDOR
NAME. THE VENDOR NAME SHOULD BE SPELLED AND SPACED THE SAME EACH TIME
AS THE COMPUTER SORTS THE REQUIREMENTS REPORT BY VENDOR NAME.

SOURCE CODE: SA TRANSACTION - ENTER THE APPROPRIATE SOURCE CODE. SC
TRANSACTION - LEAVE BLANK’ OR ENTER THE CURRENT SOURCE CODE. REFER TO
5-6.5, LOOK-UP TABLE NO. 5, FOR PROPER SOURCE CODES.

LEAD TIME MONTHS: 5A TRANSACTION - ENTER THE LEAD TIME MONTHS FOR THE
ITEM
MONTHS.

SC TRANSACTION - LEAVE BLANK OR ENTER THE CORRECT LEAD TIME
FIRST DIGIT IS A WHOLE MONTH AND THE SECOND DIGIT IS A

FRACTION OF A MONTH AND MUST BE 0 OR 5.

SOURCE UNIT OF ISSUE: LEAVE BLANK OR ENTER THE VENDOR’S UNIT OF ISSUE
IF DIFFERENT THAN YOUR UNIT OF ISSUE.

STANDARD PACK QUANTITY: LEAVE BLANK OR ENTER THE STANDARD PACK QUANTITY
THAT THE ITEM COMES IN WHEN YOU WANT THE ISSUE QUANTITY TO BE COMPUTER
ADJUSTED TO STANDARD PACK.

Indian Health Service (9-30-86) TN 86.4



MANAGEMENT SERVICES (PART 5) EXHIBIT 5-6.1OA(19)
6

SUPPLY MANAGEMENT - CENTRAL OPERATIONS

OUTDATED STORES STOCK DISPOSAL WORKSHEET

WAREHOUSE ACTION:  NON-CONTROLLED ITEM  CONTROLLED

INDEX NO. _ U/I DESCRIPTION

REMOVED FROM STOCK: DATE BY STORED

MANUFACTURER PRODUCT NO.

LOT NO. EXP. DATE QUANTITY:

LOT NO. EXP. DATE QUANTITY:

GOOD QUANTITY LEFT IN STOCK
- -
INVENTORY MANAGEMENT ACTION BY.

PREPARE/PROCESS HHS-365: DATE VOUCHER NO.

PAMIQ M0NTHS SUPPLY ON HAND MONTHS SUPPLY DUE IN

DUE INQUANTITY: DATE DUE: P.O. NO.

EMERGENCY ACTION TAKEN: QTY OF ORDERED FOLLOW UP ON DUE IN P.O.
- - -
PROCUREMENT ACTION: BY:

CONTACT  VENDOR   LETTER     TELEPHONE  RETURNABLE        NON-RETURNABLE

PERSON CONTACTED DATE

 EXCHANGE/REPLACE AUTH.NO. DATE QV

 CREDIT APPLY TO

METHOD OF RETURN:
MAILED BY/PICKED UP BY DATE

- .
THE ITEM(S) LISTED ON THIS WORKSHEET ARE OUTDATED AND ARE NOT RETURNABLE TO THE VENDOR
FOR EXCHANGE OR CREDIT. APPROVAL FOR DESTRUCTION, SEE VOUCHER NO.

SIGNATURE OF PROCUREMENT AGENT DATE DESTROYED BY DATE

SIGNATURE SUPPLY SVC CTR DIRECTOR DATE WITNESS DATE

DATE
WORKSHEET NO,

TN 86 4.



SUPPLY MANAGEMENT - CENTRAL OPERATIONS

EOQ TABLE WORK SHEET

(1) Reviewing the item

(2) Preparing and processing the requisition
or purchase request

: ,

(7) Posting receipts and stock

(8)’ Preparing and processing payments

(9) Oher Order costs

b. Cost for ordering an Item. Divide the Total Annual Ordering
Costs obtained in l a by the total number of times these items
were ordered during the year

(1) Taking physical inventory

Indian hal th  Manual (930-86)  - TN 86.4



MANAGEMENT SERWCES (PART 5)
CHAPTER. 6

“ E X H I B I T  5 - 6 . 1 0 A { 2 0 )  

SUPPLY MANAGEMENT - CENTRAL OPERATIONS

(3) Prevention

(4) Repairing and

(5) Storage space

of deterioration

rewarehousing

(if applicable)

(6)Interest on average annual
investment (at9.5% per year)

(7) Annual inventory lossesfor exxcess,
obsolescence,deterioration, loss,theft,
damage

(8) Other holding cossts

Total Annual Holding costs

d. Holding cost per Dollar of inventory. Divide the Total
l d i n g  c o s t the average dollar
inventory held for theese items during the year and

multiply by 100 to express as a percentage.

T o t a l A n n u a l - - h o l d i n g  C o s t s
Average Annual Inventory Dollar value x100 .

e. cost Ratio. D i v i d e  t h e  c o s t  f o r  O r d e r i n g  a n  I t e m
in 1b by the building Cost Per Dollar of inventory obtained
in ld.

cost Ratio =

Cost for Ordering an Item
Holding a Cost Per Dollar of Inventory

(9-3-86) TN 86.4



.j&NAGEMEN'  SERVICES (PART 5) EXHIBIT S-6.iOAQ
6

SUPPLY MANAGEMENT - CENTRAL OPERATIONS

REGISTER OF WORKSHEET CONTROL NUMBERS ASSIGNED
.

AREA: FISCAL YEAR:. PAGE NO:
COmROL I
NUMBER 1 EGNED

I I
1 REFERENCE DATA 1 STORED LOCATIO1

I I
I

I
I I

I I I

I I I

I I I

I I i

I I I

I I a I

I I I

I I I

I I I

I I I

I I I

,I I I

I I I

I I .I

I I I

I I I

I I I
I

I I I

I I I

I I I

Indian Health Manual (g-30-86) TN 86.4 .



MANAGEMENT SERVICES (PART 5) EXHIBIT 5-6.10A(22)
CHAPTER6

SUPPLY MANAGEMENT - CENTRAL OPERATIONS

INSTRUCTIONS FOR COMPLE’LETING
AUTHORIZED STAFFING AND STORAGE SPACE AS OF

1. Enter Area name.

2. Enter Facility name. A separate sheet is to be prepared for each
facility/location.

3. Enter net square feet of covered space and open (outside) space available
for storage of supplies.

4. Use a separate line for each employee involved in-storage and distribution
of supplies; management of supplies; purchasing of supplies.

a.

b.

c.

d.

e.

f.

Enter Position title of the employee.

Enter Series/Grade/Step of the employee.

Identify whether or not the employee is permanent (P) or temporary
(T) employee.

Is the position currently vacant. Yes or No.

Enter annual salary of the employee and/or position, if vacant.

Break out the percent of time (man-years) and salary (cost) that the
employee/position normally devotes to Storage and Distribution of
supplies; management of supplies; and procurement of supplies.
Note : If an employee does not devote 100% of their time to supply
functions, than the total should not be 1.0 man-years. Example: The
SU Property & Supply Officers may only devote 50% of their time to
supply and 50% to other functions (equipment, vehicles, quarters,
etc.), in this case the report should only show a total of .5
man-years for that employee/position.

Indian Health Manual (9-30-86) TN 86.4



lANACEMENT  S E R V I C E S  ( P A R T  5) E X H I B I T  5-6.10At22)-.-
CHAPTER 6

SUPPLY MANAGEMENT - CENTRAL OPERATIONS

.AUTHOiI ZED STAFFING AND STORAGE SPACE AS OF 7

EA: F A C I L I T Y : S P A C E  (SQ. F T . )  :  C O V E R E D : OPEN:

SITION T I T L E

SERIES

GRADE
STEP

fk/HLHN

P E R M  Y E S
OR OR

TEMP NO

t-

r

L



MANAGEMENT SERVICES (PART 5) EXHIBIT 5-LlOA(23)
CHAPTER 6

suPPLY rwAcxmwr - CENTRAL OPERATIONS
INVENTORY ADJUSTMENT

I. PROPERTY ACCOUNT

125.1 - Credit
2. ACCOUNTABLE OFFICER

3. VOUCHER .NUMBER

86-03-0129 ,

.even!

FSC OR
irOCK NO<

I 4. DATE

-13-86
OVERAGE

-
6.

LINE
ITEM

.

'335,O

DESCRIPTION OR NOMENCLATURE

Magaldrate Oral
Suspension 12-02

UNIT UNIT
COST
-

BT 2.20

I' 3.

-r
WAN. TOTAL COST

r SHORTAGE

1UAN.

10

TOTALCOST

22.00

"Credit - 37"

TOTAL . . . .

6. REMARKS:
The item listed on this Adjustment Document is outdated. Every effort'
will be made to return the item to the vendor for exchange/replacement
or credit. In the event the item is not returnable to the vendor,
request approval to dispose of the item by destruction. Controlled
items will be disposed of per DEA instructions. Refer to Worksheet
N o . , dated .

Preparing Official
Inventory Mgmt. (Signature) (Dart)

7. ACTION OF APPROVING AUTljORlTY : The line itemtdcletedarc  to be listed on a Rcportuf-Survey.  7%~ retttainin~  line items are alWr~~v~
for adjustment. (See hchlbit  X-J!,4 I~tstrrtcflon~~

Approving Official
(Sknaf ure)

Area Executive Officer
(Titk) (Dare)



MANANAGEMENT SERVICES (PART 5) EXHIBIT 5-6.10A(24)
CHAPTER 6

SUPPLY MANAGEMENT - CENTRAL OPERATIONS

UNITED STATES GOVERNMENT

memorandum
DATE:

REPLY TO
ATTN OF:

Carl Albert Indian Hospital
.

SUBJECT: Transmittal of Station Issue Requests

7-o: Director
Central Supply Service Center
USPHS Indian Health Service
1005 N. Country Club Road
Ada, Oklahoma. 74820

Enclosed are the following Issue Books and HRS-413s from the Carl Albert
Indian Hospital for the month of .

-

BOOK
              DEPARTMENTNo .

CONTRACT/ SUB USER SUB
GRANT NO. ACT CAN CODE STA.- -

1.
2;
3.
4.
5.
6.
7.
8.
9.

10.
11.
12.

- 13.
14.
15.
16.

Dental Clinic ’ 02 3505002
Dietary 01 3500116
Housekeeping 01 3500111
Outpatient Clinic 01 3500146
Operating Room 01 3500155
Obstetrics Unit 01 3500156
X - R a y 01 3500150
Medical/Surgical Unit 01 3500140
Intensive Care Unit 01 3500138
Pharmacy Outpatient 01 3500120
Laboratory 01 3500151
Emergency Room 01 3500148
Anesthesia Department 01 35OOl54
Central Sterile Supply 01 3500119
Pharmacy Inpatient 01 3500120
Respiratory Therapy 01 35OOl57

068 01
016 01
011 01
046 01
055. 01
O56 01
O50 01
040 01
038 01
020 01
O51 01
048 01
054 01
019 01
020 01
057 01

HRS-413s: Request Nos. through .

ENCLOSED

Indian Health Manual

LY OFFICIAL DATE

(9-30-86) TN 86.4



MANAGEMENT SERVICES (PART 5) EXHIBIT 5-6.~
CHAPTER  6

SUPPLY MANAGEMENT - CENTRAL OPERATIONS

BItI LABEL

long, Opaque, Yellow, Cdlophum

NOTE1 A bin label is always required. When a bulk location
is necessary,  Form PHS-4740-3, "Bulk Stack &cord" is
prepared, the location will be shown on the bin label
as indicated on Bin Labs1 "8" above.

Indian Health Manual (g-30-86). TN 86.4



MANAGEMENT SERVICES EXWIT S-6.10~(27)

CHAPTER 6
SUPPLY MANAGEMENT - CENTRAL OPFKATTONS

Food! Storage Guide for.Schools and Institutions, -WEam A i d  1 1 4 0 3 ,  USPA, Food
and Uutritiy Service, 1975 - Part IV.

TEMPEFd’URE  REQUIREMENTS

Table 5; based on current research findings, is a general guide for storing
various types of foods. As use9 in Table S, wsatisfactoryw means this type of
storage is acceptable. "Preferred" means this type of storage maintains
quality of the product for a longer period of time. "Riequired" means that this'
type of storage is essential - there ia no alternative to it.

TABLE 5 - General Tern&

Food

DAXRY PFXXXJCTS
Butter

Cheese, ‘Natural

Cheese, Processed

Milk, Canned
Milk, Fluid Whole

Hilk, Nonfat Dry

EGGS
Shell
Dried
Frozen

MEAT AND MEAT
PRODUCTS

Frozen meats, such 1
Ground Beef; Hams ar
Shoulders: Pork Iai~
Turkeys, etc.
Cured Hams and
Shoulders; Bacon; el
Canned Hams
Other Canned Meats
such as Beef and Grr
Pork Kmcheon Meat;
Pork and Gravy; etc.

Wy storage
( 50°-  70OF)

I............

e............

. . . . . . . . . . . . .

jatisfactory

Satisfactory

............

............

............

............

............

............
Satisfactory

(36’-- -40°F) 1/

satisfactory up to 2
d e c k s  (maximum 4S°F)
R e q u i r e d  (MaximUm
45’F).
Clequired (Maximum
6S°F).
Preferred
R e q u i r e d  (Maximum
45OF’).
Preferred...........

Required ............
Required . . . . . . . . . . . .
. . . . . . . . . . . . . . . . . . . .

. . . . . . . . . . . . . . . . . . . .

Required............

Required ............
Preferred ...........

F r e e z e r  S t o r a g e
:O"or below)

?equir'ed over 2
reeks
I.................

t.................

..................

..................

I.................

..................

..................
Bquired..........

Required..........

. . . . . . . . . . . . . . . . . .

..................

..................

r/ Although 3G" to 45OF is acceptable, 36O to 40°F is presently considered
the ideal temperature range.
Fish (fresh), maximum temp. 36OF up to 2 days, loosely wrapped.
Shellfish , *I I' 90 up to S days, in covered container.

Indian Health Manual (g -30 -86)  TN 86.4



EXHIBIT 5-6.10A(27)
CHAPTER 6 .

FATS AND 01s
Cottonseed Oil; LaZd satisfactory ‘ re fer red . . . . . . . . . . . . . . . . . . . . . . . . . . .

olive Oilt and Veg-
etable Shortening

CANNED VEGETABLES
Green Beans; Beets; Satisfactory 'referred .......... . . . . . . . . . . . . . . . . .
carrots; Corn; Green
Peas; Tomatoesr .

Tomato Juicer Tomato
Paste: -Tomato Puree;
etc. l

CANNED FRUITS
Orange Juice, Concen . . . . . . . . . . . . Lquired ........... . . . . . . . . . . . . . . . .
trated.
Other canned fruits Satis%ctory ?referred . . . . . . . . . .   . . . . . . . . . . y.* . . .
such as Apples;
Apple Sauce; Apricots
Blackberriesr  Cher-
ries ; Cranberry
Sauce i Fig9 ; Grape-
fruit Sectionst
Grapefruit Juice8
Peaches! Prtrple'Plum
(prunes); etc.

FRESH VEGETABLES
Onions Satisfactory Preferred......;... ................
Potatoes, Irish Satisfactory Preferred (minimum ................

40’F).
Sweetpotatoes Bquired .  . . * . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

(minimum
55  F).

Other *fresh vegetabl . . . . . . . . . . . . Required........... . . . . . . . . . . . . . . . .
such as Green Eeansi
Beets8 Cabbage; Car-
rots; Spinach: etc.

FRESH FRUITS
Apples; Peaches : . . . . . . . . . . . < Required........... ................
Pear?: Purple Plumsi
etc.

DRIED VEGETABLES
Beans, High Moisture

1 for 60 days 1
satisfactory Required over 60 da‘YS ...............

I/ Although 36" to 45°F is acceptable, 36" to 40°F is presently considered the
ideal temperature range.

SUPPLY MANAGEMENT - CENTRAL OPERATIONS

TABLE 5 (ContinU@di .-
I IXy Storage

t

[50°-. 70’ F)
I Refrigerated Storagq

(36’ :
Freezer Stotage

4 0 %  11‘ ( 0  ’ o r  below)



MANAGEMttiT  SERVICES EXHIBIT 596.lO~(27)
CHAPTER 6

SUPPLY MANAGEMENT - CENTRAL OPERATIONS

TABIZ 5 Eontitiucd)

FOOti

DRlED -LES (Cont'l
Beans, Ibw Moisture

DRlED FRUITS
Applesi Apricots;
Peaches
Figs2 Prunest Raisins
etc.

CEFZAL PRODUCTS
Regular  Cornmeali
Whole Wheat Flour

Degemed Cornmeal;
All purpose and
Bread Flours Rice;
etc.

MIScELfANEouS
Honey
Nuts
Peanut Butter

my Storage Refrigerated Storage
( SOO- 7oon j36O - 40OF)  1/

Sat is factory Preferred a.........

Satisfactory Required over
for 2 weeks 2 weeks
Satisfactory Preferred.........

satisfactory
for 60 days

Satfefactory

Satisfactory
.
Satisfactory

squired over 60 days ,...............

referred . . . . . . . . . . . .

. . . . . . . . . . . . . . . . . . ...............
squired . . . . . . . . . . . ...............
'referred .......... ...............

'reezer Storage
00 or belpw)

...............

...............

,.....*.........

. . . . . . . . . . . ...*.

I/ Although 36O to 4S°F is acceptable, 36O to 40°F is presently considered the
ideal temperature range.

I n d i a n  Health Manual (9-30-86) TN 86.4



MANAGEMENT  SERVI  CES
CHAPTER  6

SUPPLY MANAGEMENT - CENTRAL OPERATIONS

EUIB IT S-6.1QaLz

lnaecra  which in/err  rtomd rubdaoncr.

Indian Health Manual (g -30-86) TN 86.4



MANAGEMENT SERVICES EHXIBIT 5-&10A(29)
CHAPTER  6

SUPPLY MANAGEMFNT- CENTRAL OPERATIONS

,

MLT’HOO  OF ACOUISITION OOCUMLNT  NUMBESS
ncrOR?  NO.

IECEIVINC  AND INSPECTION REPORT ~‘unC”*sLo 0 ALNTCO

CLAREMORE  SERVICE UNIT 0 CONSTRUCTEO  0 LOANEO XAcl(a’lOP-Odll

RECEIVED .PROM ~~~VISITION  NO.

hME  AN0 ADORtSS ’ 0 DONATE0
0 INVENTORI

OVERAGE ,Stores  Stock.
Vendor's Address b Nahe

TAAhSFER  AUTHORITY hc

S/C 0 lOtnEal

A??AOP~lAllON CONTRACT NO.

( 1 "As Appropriate VA or FSS or A0
ALLOTMENT

For Your
JO0 NO.

NN?  OF SHIPMENT GEL NO. OOJCCTIVL  CLASS

Station" Total $1894.03
IEM
NO. OESC4lPTlON  flnclde  l~mr of ACCODWMO  on Loans. Uonmons.  Etc.1 OUANTITY  ’ UNIT UNIT

CRICE
AMCWNT

1. _ 6505-OO-106-7395A,  Propanolol Tabs. 600 BT 2.97 1782.00
10 MG.

(07041.6  - 600-BT) Exp. 7,/ $4
I

2. 6505-00-607-3663,  Nitroqtycerin Tabs i 200 BT .56 112.00

(07453.5  - ZOO-8T) Exp. /L,h

.

CERlIFlCATE  OF RCCCIP? INSPECTOR’S  CERTIF ICATE

8 wEREBY  CERTITY  ImAT ALL ITEMS ClSTEO 403VC WERE
RECEIVED. INSPECTED AND ACCEp?Co. 0 COMPLETE 0 P A R T I A L a F I N A L

Joe Snuffy
lQ1

4lW81 : I,.,, 4. f ,.I, *.I. I,4.,*,  If... ll.I *I

0 OVEA 0 snoCl1 0 OECECIIVE
M A T E R I A L

l IUSL RCVl  RSE FOR COMMENTS1

LII*tl,lfun, , ,*,,&A  15, ,C,,;,Mk,,L”  ,*I”.? It- 271



MANAGEMENT SERVICES EXHIBIT  S-6.10~(30)
CHAPTER 6

SUPPLY MANAGEMENT - CENTRAL OPERATIONS

ORDER FOR ~UPPLlES  OR’SERIhCES

MPORTANT:  Mark all pxkagsr  ind pspn with contract  end/or  ordcr’numbsrr.
. OATE OF OROER 2. CONTRACT  NO. ~lfur~ 3. N .

PAGE O r  PA=

1 1
4.mw

l-g-85 I 5-540117 I
I. ISSUING OFC ICE (Addrear eomwondcncc  (0) 6. SUW f0: ICond#n~c  and ddnu. ZIPCadel

PHS I n d i a n  Hospital PHS Indian Hospital
Claremore, OK 74017 Clarcrnore,  OK 74017

.
.

(4) VA
P.O. Box 27
Hines, I l l i n o i s (Zip Code) Paau  IurnW  tM tollowlng on Me tar”‘  and COML-

tlOnS  wCIfl.6  On 00th Mn 01 this or0.r  and On the
6ttKlwd  Mwt8.  I1 .ny.  Inclualn6  dellwry  ,I mei-
umo.  lw ourcfwu 41 nrpott4t46 undw  4utnordty  oh

El 1. OELIVERY - Lrcwt  tor billIn  1nstruct)ons
on tM -WY ttbh  64Iv.f OrOcr  IS suu6 Ht to In-
structlon~  COd6ln66  on tn. skle  Only  0Y I tnlr form
ma wluuod ~ubloct  to tnr tams and conawons  of
tn9 rDOrr*umMru  contrwt.

9. ACCOUNl.lNG  AN0 APPROPRIATION OAtA 110. RraUldinONlNa

As  appropr ia te  fo r  your loca t ion . Supp&  Inv. Dec. Req. Report
I I. 0~11 S CLASJW  ICATION  Kluck  a~~rop@ate kxfa)J

ITEM NO

IA)

(1)

(2)

.( 3)

(4)

(5)

12: F.O.9.  POINT

11 a remore, OK
13. PLACE OF INSPECTtON  AN0 ACCEPTANCE

C I aremore, OK

lo %%lR
SMALL El SMALL

J4:GOVERNMENT  I)& NO. 86.  DELIVER TO F 0.0. POINT 16. DISCOUNT TERMS
ON DR 2lEFORL: fDotCl

March 9, 1985

1

11. SCHEDULE ISn nnm kr R#JI

SUPPLIES OR SERVICES
-
INI’
IDI-

BT

6505-OO-450~5610A.  Gentamicin Sulfate Inj*f
(07339.3 - 7 0 0  V I )  E x p .  s- ;rc

6505-00-607-3663, Nitroglycerin Tabs
l/150  Gi.
(07453.5 - 400 61)

ZOO
E x p .  J-PCp

. - . _. -
*

.--I . . . . ..e.

4JJwko--..7we  --htP .

700 VI

400 BT

UNIT

PTtTE

2.97

.qc
L-

.56

AMOUNT
IF)

UANTITY
bCCf&lED

17(32&O

dZ*o

SEE BILLISG
I.t!STRVCTlONS

O N
R E V E R S E

6505-01-046-0126~.  Narroxen Tabs 150 MG
(08750-o - 60 BT) Exp.  /- 5’6/sr

11. SHIPPING POINT J6. GROSS SWIPPING  WEtcfi 0. INVOlt

21. MAtL  INvOlCE  TO: fincludc  ZIPCode

60

Att

BT

Financial  Mgt.  Branch,  Okla.  Ci ty

22 UNITED STATES OF Ah4EAiCA
BY Is*notun)

NSN  7S40-01-1S7-SMJ
. . ‘., I . . I

Joe Serv t cc

Pur Fr+l.i i “&r#~~24 INGlOROERlNG  OFFICER

SO367.101 B"$=-o/-0/6) OPTIONAL FORM Yf (l-3)
PresmWO  BY GSA

I n  38-a o r \ F A R  fU CFRI 6a.21*W  q-h, RC(



A N A G E M E N T  S E R V I C E S  ( P A R T  ,5)
. . .” ,

CHAPTER 6 ’
EX&j.BIT  5-6.10A(7Q1

"SUPPLY MANAGEMENT  - CENTRAL OPERATIONS

s PURCHASE ORDER TERMS AND CONDITIONS
A.

52.252.2.  CLAUSES  I N C O R P O R A T E D  B\’ REFERENCE
lApr 841  -This contract incorporates the followmg clauses by ref.
UIO-:‘C.  wlrl the ;atnt force and efltir ds If they wwc given  m full
Ir?xc  Unorl request the Contractmg  Wwer will ‘make their full text
. ,allc!~l~ .

52.222026

52 .22236

52 222.40

Equal  Opportunity (Aar 84)

Affirmative Action for Handicapped Workers
(Aor 841

CEDEFikL ACQUISITION REGULATION .(OB CFR CHAP-
TER 1 I CLAUSES

52 222.4 1

brvici:  Contract  Act  of  1965~Contracts of
$2500 or Less I AIX 801

!&vlce  Contract Act of 1965 fApr 841

B~IV  Amerccan  Act-Supplies (Apr 84)
52.203-l O+fictals  Not to Benefit (Apr 841

52 225.3
52 .2033 Gratuities lApr  84)

52.232.1
52 203-4 Covenant Against Contingent Fees (Aor 841

52 232.8
52 212-9 Variation In Quantitv iApr &crl

(In the precedtng  rlause.  the Ix<rmrssrbJe  varla
lions are stated In the scheduleI 52 233-l

.
52 222-3 Convect  Labor (Apr &a) 52.24301

52.222.4 Conrract  Y?ork  Ho&JrZ.arjd  silt&y Standards Act-
Overtime Compensatton-General  (Apr 84)

52.249.1

Pavments tApr &d)

Discount- tar Prompt Payment (Apr 84)
(With  Alternate 1 I

Disputes lApr 84)

Changes - Ftxed Price (Apr 84)

Termmation tar Convenience of me Government
(Ftxed  PrIceI (Short Form) tAPr 841

NOTE -If,desired,  this order for  a copy thereof) may &, used by the Contractor as the Contractor’s mvoice.  instead of a separate invoice.
prowded the tollowing  statemerjt.  (sIgned arrd’daredl  IS on (or attached to) the order “Payment IS requestd  in the amount of S
No other mvolce  will be submitted ” However, If the Contractor wishes to submtt  an tnvolce.  the followmg  information must  be provided’
corltract  number (if any). order number.  item nlJmber(S).  descriotion  of supplies or sewces. wes. quantities. Unit priCeS. and ZXtWIded
totals. PrepaId  shlpping  costs WIII  be indicated as a separate item on the invoice Where shtpptng  costs exceed SlO (except for parcels  post).
the billing must be suppnrted  by a btll of lading or receipt.  When several orders are tnvo~ced  ro an ordertng  actiwty  during the same billing
period. consolidated periodic billings are encouraged.

RECEIVING REPORT

Ouarrtlty  In the “Ouantlty Accepted” column on the face of this  order has been I3 inspected. w accepted, Izeceived bv me and
c.onformr  to contract. Items Itsted below have been rejected for the reasons mdicated.

.

j SHIPMENT PART=Ll  /57 OATE  RECEIVE0

NUMBER  F I N A L ‘-‘_. -..
TOTAL CONTAINERS GRGSS  WEIGWT RECEIVE0 At

6 /so d ac9~45wwrCE
.a. flEPORT OF REjEtXIONS. / /

SUPPLIES OH SERVICES uNl, CIUANTITY
RE$CTEO REASON FOR REJECTION



SUPPLY MANAGEMENT- CENTRAL OPERATIONS
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MANAGEMENT SERVICES -. EXHIBIT 5-6. loA(32:
H PTER 6

S”PP:YAHAHACENENT - CENTRAL OPERATIONS

.

PURCHASER-To sign Below  for over+:hC-counler  delivery of items

1 OATC

cre wad instruct;onr o n  Ccpy 2 ’
?AYPCNT
RfCtlVco  5

t-

Ie - 1 - - -
ACCOUNT vC*trIED:

C0E.R  f CT i 011 1 .

l ?L�ASE INCIUDE I. SElIE?S trw01CE
ZIP CODE (See InsVucI~ons on Cc;y 2)



CHAPTER 6
EXHIBIT 5-6.lOA(33)

SUPPLY MANAirC$lENT  - CENTRAL OPERATIONS

DEPARTMENTOF
HEALTH, EDUCATION, AND WELFARE

‘PROPERTY  ACTION RtOUtST TO SUPPLY OPPICER

Phoenix. Indian Medical Center
(2) ACTION WWJLSTCO  (Chock me)

1-25-l

0 TURN IN (gl RLCCIPT (-J OlSPOSlTlON INSTRUCTIONS

ITEM  NO. OR
S T O C K  N O .

(if 8va118bW

08148.5

02074.5

0 1 1 0 9 . 6

DCSCRIPTION

Fluocinonide Ointment
0.051 30 CM (Lidex)
Exp. Date: 12/85

Beans, Green, I’10 Can

Electrode, ECG Adult
Pre-jel led

Account i nq Data

I tern 1 125.1 26.21
Item 2 125.3 26.71
I tern 3 1 2 5 . 2 26.4A

s
c
s

IUAN-
TITY

37

21

11

UNIT

(6)

TU

CN

BX

:ONOl-
TION

EST.
UNIT
:OST

(8)

85

r

1
S
‘0 OC COMPLETE0  8Y-
#UPPLY PEWONNEL

JNIT
:os1

.7:

.8!

I.41

OTAL
:OST

19.4!

39 -61

;P.4i

CTIC
COOI

(12) LXPLANATION  OF ACTION AEQULSTCD:

Code 26 - Receipt of Excess Supplies from Phoenix VA Medical Center Source Code

(13) SIGNATURL  OC INITIATOA (14) SIONATURL  OC R E C E I V I N G  OrtlClAL

I‘S/ Joe Snuf fy ,  Supplv  Tech. /s/ Joe Responsib le ,  Custodia l  Of f icer

(‘5)  C U S T O D I A L  FILE  U P O A T L O
lNITIALS  OF ACCOUNTAOLL  OCilCtR  - OATt

(‘;I SIGNATURE OF rCCOUNTA@LL  OCFICCR

(16) CUSTOOIAL  FILL UPDATLO
INITIALS OF ACCOUNTAELL  OFFICER  - DATE

(18) OATE (19) PROPERTY  vouCnLR



MANAGEMENT SERVICES EXHIBIT 5-6.1OA(34)
6

SUPPLY MANAGEMENT - CENTRAL OPERATIONS

REQUEST FOR NEW STORE STOCK ITEM
New Item Request 

STATION: REQUESTING DEPT: D A T E :  

GENERIC DESCRIPTION:

TRADE NAME: VENDOR:

VENDOR'S ORDER NUMBER: VENDOR'S PURCHASE UNIT:

VENDOR'S UNIT COST: EST. ANNUAL COST:

SUGGESTED UNIT OF ISSUE: EST. USAGE: ANNUAL MONTHLY

LIST SIMILAR ITEM(S) CURRENTLY IN STORES:

WHAT EQUIPMENT WILL THIS SUPPLY ITEM BE USED WITH (BE SPECIFIC)?

JUSTIFICATION OF REQUEST:

SIGNATURE OF REQUISITIONER: DATE:

SIGNATURE OF S.U. STANDARDIZATION COMMITTEE CHAIRMAN:
(DIR. OF MATERIEL MGMT. OR SUPPLY DEPT. SUPERVISOR IF COMMITTEE IS NONEXISTANT

FUNDS AUTHORIZATION: I authorize the Area Financial Management Branch to transfer
funds in the amount of $ from our Service Unit budget to the SSC
budget. (Calculate amount by multiplying monthly usage X Unit Price X Number of
months remaining in current fiscal year).

DATE SERVICE UNIT DIRECTOR/ADMINISTRATIVE OFFICER

(Refer to reverse side for Supply Service Center Action.)

Indian Health Manual (9-30-86) TN 86.4



MANAGEMENT SERVICES EXHIBIT 5-6.10A(34)
ER 6

SUPPLY MANAGEMENT - CENTRAL OPERATIONS

THIS SECTION FOR SIX USE ONLY

ITEM APPROVED FOR ADDITION TO STORES STOCK? YES NO

IF NO, LIST REASONS:

SIGNATURE OF AREA SUPPLY COORDINATOR: DATE:

T0 BE COMPLETED BY SSC - INVENTORY MANAGEMENTUNIT

SOURCE CODE:.

STATION UNIT

ACCOUNT CODE: OBJECT CLASS CODE:

OF ISSUE: UNIT COST: PHARMACY CODE:

LEAD TIME- REVIEW POINT QUANTITY: PAMIQ:

STORAGE LOCATION CODE: TYPE CODE:

EOQ MOD. MONTHS: EOQ MOD QUANTITY: ACTION MONTH:

INDEX NUMBER ASSIGNED: DATE:

SIGNATURE OF SSC SUPPLY OFFICIAL:

Indian Health Manual TN 86.4





[ANAGEMENT SERVICES EXHIBIT 5-6.106(35) -_
CHAPTER 6

SUPPLY MANAGEMENT - CENTRAL OPERATIONS

1

FLOW CHART

DISTRIBUTION - SF-344, FED-STRIP ORDER

PURCHASE ORDER

OriginalLJ1

RECEIVING REPORT

Mail the Original to GSA.

Mark copies 2 and 3 "Obligating Copies and
forward to Inventory Management Unit, SSC.
IMU will keytape any stock due ins, stamp
"Cleared Supply Management", and forward to
Finance.

File copies 4 and 5 in the "Pending Purchase
Order File". (Receiving Report copies)

File the number 6 copy in the "Purchase
Order File".

The Purchase Order File and Pending File may
be combined into one file when the procure-
ment and receiving are accomplished at the
same location.

Forward the number 4 Receiving Report copy to
Inventory Management Unit, SSC. IMU will
keytape the appropriate information, stamp
"Cleared Supply Management", and forward to
Finance.

The number 5 Receiving Report copy is to be‘
filed in your monthly Voucher File.



MANAGEMENT SERVICES EXHIBIT 5-6.10A(35)  (
CHAPTER 6

-.-.-
SUPPLY MANAGEMENT - CENTRAL OPERATIONS

FLOW CHART

DISTRIBUTION - SF-44a, "PURCHASE ORDER - INVOICE - VOUCHER" I

Blue
COPY

Give to the vendor at time of purchase.

Forward to Inventory Management Unit, SSC.
IMU will keytape the appropriate information,
stamp "Cleared Supply Management", and
forward to Finance.

File the Green copy in your Monthly Voucher
.File

DISTRIBUTION - OF-127, RECEIVING AND INSPECTION REPORT

Original

CJ
1

u-White
COPY

2

CJYellow
COPY

3

Forward the original copy to Inventory
Management Unit, SSC. IMU will keytape the
appropriate information, stamp "Cleared -
Supply Management", and forward to Finance.

File the White copy in your Monthly Voucher
File.

File the Yellow copy in your Purchase' Order
File.



-

MANAGEMENT SERVICES (PART 5) EXHIBIT 5-6.10A(36)
6

SUPPLY MANAGEMENT - CENTRAL OPERATIONS

UNITED STATES GOVERNMENT

memorandum
DATE :‘.

REPLY To
A l T N  O F :

Property 6 Supply Officer
B 4 C Service Unit

s u s J E c T : Cupboard Stock/Department Review Schedule for FY-87

T O : See Below:

The subject supply reviews as required by IHS Supply Manual, S-6.4Y,
Fiscal Year 87 are as follows:

for

Dental

Formal Reviews Informal Reviews

10-6-86 & 4-6-87 l-5-87 & 7-6-87

Pharmacy l-6-87 & 7-7-87 10-7-86 & 4-7-87

Dietary 10-8-86 & 4-8-87 l-7-87 & 7-8-87

OPD 1-13-87 & 7-14-87 10-14-86 & 4-14-87

10-15-86 & 4-15-87 1-14-87 & 7-15-87

CSR 1-15-87 & 7-16-87 10-16-86 & 4-16-87

Med. Ward 10-17-86 & 4-17-87 1-16-87 & 7-17-87

/s/ Joe Service

cc: SUD
A0
Dept. Chiefs
SSC Director

Indian Health Manual (8-25-86) DRAFT



\GEMENT  SERVICES (PART 6)
CHAPTER 6

SUPPLY MANAGEMENT - CENTRAL OPERATIONS

EXHIBIT a-6. @A(371

SUPPLY DISPOSAL LOG

1 I I I I .I 1.I I

I I I I I I I
I

ACTION CODE: 1 - Returned for Exchange/Replacement
2 - Returned for Credit
3 - Destroyed - Item not Returnable

lian Health Manual (g-30-86) TN 86.4



IYANAUCMCN  1 SLKVICES I
CHAPTER 6

EXHIBIT S-6.1oA(3g)

SUPPLY MANAGEMENT - CENTRAL OPERATIONS

1NVENTORY  ADJUSTMENT

1. PROPERTY ACCOUNT 3. VOUCHER.  fWMBEA

125.1 - Debit 86-03-0242
2. ACCOUNTABLE OFFICER

6.
LINE
ITEM

.

Steven K. Halstead

FSC OR
STOCK NO

7480.2

I

OESCRlPTlON  OR NOMENCLATURE

Parazosin, HCL,
Capsules, 1 MG, 250's

"Debit 27"

TOTAL . . . .

6. REMARKS:

UNIT

BT

UNIT
COST

32.24

r

-18-86
OVERAGE

WAN
- -

TOTAL COSl

322.40

T
WAN
- -

SHORTAGE

T O T A L C O S T
-I__-

The above item(s) are being prdvided by (vendor name)
as replacement/exchange for returned outdated items.
Worksheet No(s).

Refer to
.

Preparing Official
Receiving Agent (Sixnature] (Durc)

f. ACTION OF APPROVING AUTHORITY : 7%~ line items cicletcdore  IO bc listed on a ReportufSurvey. The rcmainin~  line items are approved
for ud@tmcnt.  (See Exhibit A=3IA  btstrwtlotrsj

Approving Official
(Sbnarurr) (Tirl, ,) (Date)



MANAGEMENT SERVICES EXHIBIT 5-6.1OA(39)

SUPPLY MANAGEMENT - CENTRAL OPERAT.IONS

SERVICE UNIT SUPPLY MANAGEMENT REVIEW DOCUMENT

SERVICE UNIT:

DATE OF REVIEW:

REVIEW CONDUCTED BY:

TITLE

TITLE

SERVICE UNIT CONTACTS:

TITLE

TITLE

TITLE

TITLE

TITLE

TITLE

TITLE

CLOSEOUT CONDUCTED WITH:

TITLE

TITLE

TITLE

Indian Health Manual TN 86.4



MANAGEMENT SERVICES EXHIBIT 5-6.1OA(39)
6

SUPPLY M4NAGEMENT.- CENTRAL OPERATIONS

INDEX

SERVICE UNIT SUPPLY MANAGEMENT REVIEW DOCUMENT

A. . Organization

B.

C.

D.

E.

F.

G.

H.

I.

J.

K.

L.

M.

N.

Staffing

Orientation/Training

Supply Budget

Manuals/Handbooks/Circulars, etc.

Receiving Reports

Stores Stock Issues

Document Files and Records .

Outdated/Deteriorated/Overstock Supplies

Supply Reports

Review of Storerood/Cupboard Stocks

Line Items Requested Off-Schedule

Direct Issues Versus Stock Issues

Department/Cupboard Stock Reviews

Indian Health Manual (9-30-86) TN 86 4.



MANAGEMENT SERVICES EXHIBIT 5-6.1OA(39)
CHAPTER 6

SUPPLY MANAGEMENT - CENTRAL OPERATIONS

A. ORGANIZATION

1.

2.

3.

4.

5.

6.

Is an organization chart available?

Comment :

Does the organization chart indicate any overlapping or duplicative
a c t i v i t i e s ?

Comment :

Is there a distinct division of responsibility insofar as purchasing,
fund control, approving requisitions, and receiving are concerned? .

Comment :

Does the organization provide for employee advancement?

Comment :

Are there dead-end positions in the organization?

Comment :

What changes are recomended in the organization?

Comment :

Indian Health Manual TN 86.4



MANAGEMENT SERVICES

B. STAFFING

1.

2.

3.

4.

List employees involved in the Service Unit Supply Program.

Name Title/Series/Grade % of Time

Is the staffing adequate for the workload?

Comment :

Are employees trained to provide backup, i.e., if an employee is on
leave, can someone else fill in?

Comment :

What changes in staffing, series or grades are recommended?

Comment :

Indian Health Manual TN 86.4



MANAGEMENT SERVICES (PART 5) EXHIBIT 5-6.1OA(39)
ER

SUPPLY M4NAGEMENI’ - C&&AL OPERATIONS

C. ORIENTATION/TRAINING

Is the supply staff adequately trained to perform their,duties?

Comment :

1.

2. What additional training is recommended?

Comment :

3.

4.

‘ 5.

Are trainiig sessions held for Service Unit personnel on a regular
basis?

Comment :

Is supply orientation provided to new employees within the
Service Unit?

Comment :

Does the Property and Supply Officer participate in Service Unit
Staff Meetings?

Comment :

Indian Health Manual TN 86.4



MANAGEMENT SERVICES (PART 5) EXHIBIT 5-6.1OA(39)

SUPPLY MANAGEMENT - CENTRAL OPERATIONS

D. SUPPLY BUDGET

1 l _ Does the Property and Supply Officer have input into the Service Unit
supply budget?

Comment :

2. Is there a separate budget for stores stock and direct issues and is
. the .Property  and Supply Officer advised of. the operating budget?

Comment:

3. Does the Property and Supply Officer monitor the Service Unit supply
budgets?

Comment :8

4. Does the Property and Supply Officer utilize and review ADP Budget
type reports with appropriate Service Unit Personnel?

C o m m e n t :

‘Indian Health Manual (9-30-86) TN 86.4



MANAGEMENT SERVICES EXHIRIT 5-6.1OA(39)
6

SUPPLY MANAGEMENT -. CENTRAL OPERATIONS

E. MANUALS/HANDBOOKS/CIRCULARS, ETC.

1.

2.

3.

4.

5.

6.

Is the IHS Supply Management Manual available and kept current?

Comment :

What type of Service Unit operating procedures have been developed?

Comment :

Are Service Unit operating procedures kept current?

Comment :

Are there any conflicts in Service Unit procedures as compared to
higher policies and procedures?

Comments:

Are the policies and regulations outlined in the FPMR, MMM, IHS,
etc . , being followed?

Comments :

Are changes needed in the IHS Supply Management Manual?

Comment :



MANAGEMENT SERVICES EXHIBIT 5-6.1OA(39)
6

SUPPLY MANAGEMENT - CENTRAL OPERATIONS

F. RECEIVING REPORTS

1. Are “Pending Purchase Orders” and “Completed Purchase Orders” filed
and maintained in accordance with prescribed procedures?

Comment :

2. Are items checked in and delivered to requisitioner, receiving report
completed and forwarded to Area Supply Service Center within 24 hours
after receipt of the item?

Comment :

3.

4.

Are items checked in and receipted for by the Designated Receiving
Agent?

Comment :

Are Direct Issue Items being receipted for by an individual
designated to receipt for supplies at point of use?

Comment :

Indian Health Manual (g-30-86) TN 86.4
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MANAGEMENT SERVICES (PART 5) EXHIBIT 5-6.1OA( 39)
6

SUPPLY MANAGBMBNT - CBNTRAL OPERATIONS

G. STORES STOCK ISSUES

1. Are Issue Books being properly completed, i.e., cupboard,stock
inventories taken, order quantities based on the difference between
user levels and on hand quantities?

Comment :

2. Are issue request documents being reviewed by the Service Unit
Property and Supply Section prior to submission to Area Supply
Service Center?

Comment :

3. Are emergency/urgent issue requests to SSC being processed by the
Service Unit Property and Supply Section and do they contain adequate
justification?

Comment :

4. Are supplies received from SSC being checked in and receipted for
properly?

Comment:

5. Are off-schedule issue request documents being properly completed and
justified?

Comment:

,

Indian Health Manual TN 86.4



MANAGEMENT SERVICES EXHIBIT 5-6.1OA(39)
CHAPTER 6

SUPPLY MANAGEMENT - CENTRAL OPERATIONS
:

H. DOCUMENT FILES AND RECORDS

1. Are supply documents being vouchered and forwarded to the Area Supply
Service Center within 24 hours after receipt of supplies?

Comment :

2.

3.

Are property vouchers filed and maintained in accordance with
established procedures?

Comment :

Are supply documents reviewed for proper signature, accounting data,
correct quantity, price, etc., prior to being forwarded to Area?

Comment :

Are unrequired documents being maintained?

Comment :

Is there a smooth flow of documents?

Comment :

Are proper records and files being maintained on “Controlled Items”?

Comment :

Indian Health Manual TN 86.4



MANAGEMBNT SERVICES EXHIBIT 5-6.1OA(39)
TER 6

SUPPLY MANAGEMENT - CENTRAL OPERATIONS

‘I. OUTDATED/ DETERIORATBD/ OVERSTOCKED SUPPLIES

1. Are there any outdated / deteriorated/ overstocked/ unusable/ unneeded
supplies in the storeroom?

Comment :

’2 . Are proper procedures being followed on disposal/return of outdated
items?

Comment :

3. Are proper procedures being followed on disposal/return of
deteriorated/unusable items?

Comment :

4 . Are proper procedures being followed on transfer/return of
overstocked/unneeded items?

Comment :

Indian Health Manual TN 86.4



MANAGEMENT SERVICES EXHIBIT 5-6.1OA(39)

SUPPLY MANAGEMENT - CENTRAL OPERATIONS

J. SUPPLY REPORTS

1. Are reports properly filed and maintained?

C o m m e n t :

2. Is Report No. 10, Monthly Voucher Summary Report, checked against the
voucher register each month and appropriate corrective action taken
on differences found?

Comment :

3 Does the supply staff need Additional training on the use of the ADP
Supply Reports?

Comment :

4. Are appropriate Supply Reports reviewed with the Administrative
Officer/SUD each month?

Comment :

5. Are reports requested by area office prepared accurately and
submitted on time?

Comment :

Indian Health Manual (9-30-86) TN 86.4



MANAGEMENT SERVICES EXHIBIT 5-6.1OA(39)

SUPPLY MANAGEMENT - CENTRAL OPERATIONS

K. REVIEW OF STOREROOMS / CUPBOARDD STOCKS

1. Storeroom

a. Does any unsafe condition exist in the storeroom?

Comment :

b. Does the storeroom layout and storage techniques provide for
efficient utilization of space?

Comment :

2. Cupboard Stocks

a. A review for outdated/overstocked supplies, proper space
utilization, and to identify any supply problems was made of the
following departments/cupboard stocks.

(1)

(21

(3)

b. Findings/Comments:

3. Is proper security/controls maintained on all supply storage
locations?

Comment :

Indian Health Manual TN.86.4



MANAGEMENT SERVICES EXHIBIT, 5-6.lOA(39)
6

SUPPLY MANAGEMENT - CENTRAL OPERATIONS

L . LINE ITEMS REQUESTED .OFF-SCHEDULE - SUPPLY STANDARD N0. 1 .

Percent of the total line items requested from the Area Supply Service
Center that were requested off-schedule.

1. Purpose : To reduce stock outages at the point of use and to improve
management of cupboard stock inventory levels.

2. Performance Levels
0 - 10% = Substantially Exceeds

11 - 15%. =. Exceeds -
16 - 20% = Meets

26
21- 25% = Partially Meets
- 100% = Fails to Meet

3. Percent Request Off-Schedule

Total line items requested

No. requested off schedule

No requested off schedule

Comments:

Indian Health Manual (9-30-86) TN 86.4



MANAGEMENT SERVICES EXHIBIT 5-6.1OA(39)
6

SUPPLY MANAGEMENT - CENTRAL OPERATIONS

M. DIRECT ISSUES VERSUS STOCK-ISSUES - SUPPLY STANDARD NOS. 2-7

i

Percent of the total supply usage (value of direct issues plus issues from ,
SSC) by category for sub-sub activity 01 that is acquired by direct issue
purchases.

1.

2.

3.

PURPOSE To provide better supply support to the using activities;
reduce manual supply records being maintained: reduce storage space
needs at the point of use; reduce the number of purchase orders being
processed; and to improve supply accountability by placing recurring
use items into the inventory system.

Standard No. 2 - Drugs (excludes Blood)

a. Performance Levels.
0 - 14% = Substantially Exceeds

15 - 19% =
20 - 24% =

30
25- 29% =
- 100% =

b. Drugs

E x c e e d s  
Meets
Partially Meets
Fails to Meet

As of

Stock Issue Value

Direct Issue Value

Total Issue Value

% Direct Issue

Standard No. 3 - Medical/X-Bay

a. Performance Levels
0 - 30% = Substantially Exceeds

36
31- 35% =  E x c e e d s  
- 40% = Meets

46
41- 45% = Partially Meets
- 100% = Fails to Meet

As of As of

Indian Health Manual TN 86.4



MANAGEMENT SERVICES EXHIBIT 5-6.1OA(39)

b. Medical/X-Ray

As of As of As of

Stock Issue Value

Direct Issue Value

Total Issue Value

% Direct Issue

Comments :

4. Standard No. 4 - Subsistence

a. Performance Levels
0 - 69% Substantially Exceeds

70 - 74%
75 - 79%
80 - 84%
85 - 100%

E x c e e d s
Meets
Partially Meets
Fails to Meet

b. Subsistence

As of As of

Stock Issue Value

Direct Issue Value

Total Issue Value

% Direct Issue

Comments :

As of
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MANAGEMENT SERVICES ) EXHIBIT 5-6.1OA(39)
R6

SUPPLY MANAGEMENT ‘ CENTRAL OPERATIONS

5. Standard No. 5 - Laboratory Supplies

a. Performance Levels
0 - 69% = Substantially Exceeds

70 - 74% = Exceeds ..

80
75- 79% = Meets
- 84% = Partially Meets

85 - 100% = Fails to Meet

b. Laboratory

As of As of As of

Stock Issue Value

Direct Issue Value

Total Issue Value

% Direct Issue ’

Comments:

6. Standard No. 6 - Office/Administrative Supplies

a. Performance Levels
0 - 64% = Substantially Exceeds

65 - 69% = Exceeds
70 - 74% = Meets
75 - 79% = Partially Meets
80 - 100% = Fails to Meet

b. Office/Administrative

As of

Stock Issue Value

Direct Issue Value

Total Issue Value

% Direct Issue

As of As of
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MANAGEMENT SERVICES EXHIBIT 5-6.1OA(39)
TER 6

SUPPLY MANAGEMENT - CENTRAL OPERATIONS

7.

Comments:

Standard No. 7 - All Other Supplies (Excludes Fuel Oil)

a. Performance Levels
0 - 50% = Substantially Exceeds

51 - 55% = Exceeds

61
56- 60% = Meets
- 65% = Partially Meets

66 - 100% = Fails to Meet

b. Other Supplies

Stock Issue Value

Direct Issue Value

Total Issue Value

% Direct Issue

Comments:
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MANAGEMENT SERVICES EXHIBIT 5-6.1OA(39)
CHAPTER 6

SUPPLY MANAGEMENT - CENTRAL OPERATIONS

N. DEPARTMENT / CUPBOARD STOCK REVIEWS - SUPPLY STANDARD NO. 8

Semiannual review of individual departments supply operation Percent of
reviews completed.

1. Purpose : To identify any problems that the user may be having and to
assist in resolving those problems; to improve coordination and
cooperation between the user and the supply section; and to improve
direct supply support to the using department.

2. Performance Levels
100% Reviewed

9 0 099% Reviewed
80- 89% Reviewed
70- 79% Reviewed

60- 69% Reviewed

Substantially Exceeds
Exceeds
Meets
Partially Meets
Fails to Meet

3. Reviews Required/Completed

Number Reviews Required

Number Reviews Completed

% Completed

Comments:
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MANAGEMENT SERVICES EXHIBIT 5-6.1OA(40)
ER 6

SUPPLY MANAGEMENT - CENTRAL OPERATIONS

AREA SUPPLY MANAGE&NT REVIEW, DOCUMENT
CENTRAL SUPPLY OPERATIONS

AREA:

DATE OF REVIEW:

REVIEW CONDUCTED BY:

Name Title

AREA CONTACTS:

Name Title

Name Title

Name Title

Name Title

CLOSEOUT CONDUCTED WITH:

Name Title

Name Title

Name Title
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MANAGEMENT SERVICES EXHIBIT 5-6.1OA(4i)
ER’ 6

SUPPLY MANAGEMENT -CENTRAL OPERATIONS

AREA REVIEW DOCUMENT FOR CENTRAL SUPPLY OPERATIONS

INDEX

A.

B.

c.

D.

E.

F.

G.

H.

I.

J.

K.

L.

M.

N.

0.

P.

Q.

R.

S.

T.

U.

V.

ORGANIZATION

STAFFING

TRAINING/ASSISTANCE

DESIGNATIONS

SERVICE UNIT TRIPS

MANUALS /HANDBOOKS/CIRCULARS, ETC.

SUPPLY BUDGET

FOLLOW UP ON OUTSTANDING PURCHASE ORDERS

RECEIVING REPORTS \

STORES STOCK ISSUES

DOCUMENT FILES AND RECORDS

WAREHOUSES

SUPPLY REPORTS

INVENTORIES

REVIEW OF INVENTORY INVESTMENT

INVENTORY TURN-OVER RATE

INACTIVE STOCK ITEMS

VALUE OF OVERSTOCKED/INACTIVE SUPPLIES

STORES STOCK FILL RATE

STORES STOCK ISSUES VERSUS DIRECT ISSUES

REVIEW OF ANNUAL INVENTORIES

UTILIZATION OF REQUIREMENTS ANALYSIS REPORT

i
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MANAGEMENT SERVICES (PART S) EXHIBIT 5-6.1OA(40)
TER 6

SUPPLY MANAGEMENT - CENTRAL OPERATIONS

A. ORGANIZATION

1. Is an organization chart available?

Comment :

2. Does the organization chart indicate any overlapping or duplicative
activities?

Comment :

3. Does the organization provide for employee advancement?

Comment :

4. Are there dead-end positions in the organization?

Comment:

5. What changes are recommended in the organization?

Comment :

B. STAFFING

1. List employees involved in the Supply Program.

Name Title/Series/Grade % of Time
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MANAGEMENT SERVICES EXHIBIT 5-6.1OA(40)
TER 6

SUPPLY MANAGEMENT - CENTRAL OPERATIONS

C.

2. Is the staffing adequate for the workload:

Comment :

3. Are employees trained to provide backup, i.e., if an employee is on
leave, can someone fill in?

Comment :

4. What changes in staffing, series or grades are recommended?

Comment :

TRAINING

1. Is the SSC staff adequately trained to perform their duties?

Comment :
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MANAGEMENT SERVICES 

SUPPLY MMAGEMENT’ - CENTRAL OPERATIONS

2 .

3.

What additional training is recommended? .

Comment :

.

Are training sessions held for Service Unit Supply personnel on an
annual basis?

Comment :

D. DESIGNATIONS

1.

2.

3.

4.

Is there, in writing, designated Receiving Agents for the SSC?

Comment :

Is there, in writing, a designated Quality Control/Assurance Officer?

Comment :

Is there, in writing, a designated Area Supply Committee Coordinator?

Comment:

Is there, in writing, a designated Custodial Officer(s) for Controlled
Substances?

Comment :

TN 86 4.



MANAGEMENT SERVICES EXHIBIT 5-6.1OA(40)
TER 6 ‘.

SUPPLY MANAGEMENT - CENTRAL OPERATIONS

E. SERVICE UNIT TRIPS’

1. Are regular review trips scheduled to the service units?

Comment :

2. Are trips performed as scheduled?

Comment :

3. Are trip reports prepared by the traveler?

Comment :

4 . What follow-up is made on trip reports when they contain recommenda-
tions?

Comment :

5. Is higher authority advised of problems found in service units?

Comment :

6. Does higher authority support recommendations made in trip reports?

Comment :
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MANAGEMENT SERVICES EXHIBIT 5-6.1OA(4U)

SUPPLY MANAGEMENT -CENTRAL OPERATIONS

A.

B.

c.

D.

E.

F.

G.

H.

I.

J.

K.

L.

M.

N.

0.

P.

Q.

R.

S.

T.

U.

V.

AREA REVIEW DOCUMENT FOR CENTRAL SUPPLY OPERATIONS

INDEX

ORGANIZATION

STAFFING

TRAINING/ASSISTANCE

DESIGNATIONS

SERVICE UNITTRIPS

MANUALS/HANDBOOKS/CIRCULARS, ETC.

SUPPLY BUDGET

FOLLOW UP ON OUTSTANDING PURCHASE ORDERS

RECEIVING REPORTS

STORES STOCK ISSUES

DOCUMENT FILES AND RECORDS

WAREHOUSES

SUPPLY REPORTS

INVENTORIES

REVIEW OF INVENTORY INVESTMENT

INVENTORY TURN-OVER RATE

INACTIVE STOCK ITEMS

VALUE OF OVERSTOCKED/INACTIVE SUPPLIES

STORES STOCK FILL RATE

STORES STOCK ISSUES VERSUS DIRECT ISSUES

REVIEW OF ANNUAL INVENTORIES

UTILIZATION OF REQUIREMENTS ANALYSIS REPORT
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MANAGEMENT SERVICES EXHIBIT 5-6.1OA(40)
ER6

SUPPLY MANAGEMENT - CENTRAL OPERATIONS

AREA SUPPLY MANAGEMENT REVIEW.. DOCUMENT
CENTRAL SUPPLY OPERATIONS

AREA:

DATE OF REVIEW:

REVIEW CONDUCTED BY:

Name Title

Name Title

AREA CONTACTS:

EJame Title

&me Title

CLOSEOUT CONDUCTED WITH: DATE:

Name Title .

Name Title

Name Title
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MANAGEMENT SERVICES EXHIBIT 5-6.1OA(40)
ER 6

SUPPLY MANAGEMENT - CENTRAL OPERATIONS

A. ORGANIZATION

1.

2.

3.

I

4.

5. What changes are recommended in the organization?

Is an organization chart available?

Comment :

Does the organization chart indicate any overlapping or duplicative
activities?

Comment :

Does the organization provide for Employee advancement?

Comment :

Are there dead-end positions in the organization?

Comment :

Comment :

B. STAFFING

1. List employees involved in the Supply Program.

Name Title/Series/Grade % of Time
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MANAGEMENT SERVICES EXHIBIT 5-6.1OA(40)

SUPPLY MANAGEMEW - CENTRAL OPERATIONS

2. Is the staffing adequate for the workload:

Comment :

3. Are employees trained to provide backup, i.e., if an employee is on
leave, can someone fill in?

Comment :

4. What changes in staffing, series or grades are recommended?

Comment:

C. TRAINING

1. Is the SSC staff adequately trained to perform their duties?

Comment:
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MANAGEMENT SERVICES EXHIBIT 5-6.1OA(40)
R 6

SUPPLY MANAGEMENT - CENTRAL OPERATIONS

2, What additional training is recommended?

Comment :

.

.

3. Are training sessions held for Service Unit Supply personnel on an
annual basis?

Comment :

D. DESIGNATIONS

1.

2.

3.

4.

Is there, in writing, designated Receiving Agents for the SSC?

Comment: _

Is there, in writing, a designated Quality Control/Assurance Officer?

Comment :

Is there, in writing, a designated Area Supply Committee Coordinator?

Comment :

Is there, in writing, a designated Custodial Officer(s) for Controlled
Substances?

Comment :
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MANAGEMENT SERVICES EXHIBIT 5-6.1OA(40)
ER 6 . .

SUPPLY MANAGEMENT - CENTRAL OPERATIONS

E. SERVICE UNIT TRIPS

1. Are regular review trips scheduled to the service units?

Comment :

2. Are trips performed as scheduled?

Comment :

3. Are trip reports prepared by the traveler?

Comment :

4. What follow-up is made on trip reports when they contain recommenda-
tions?

Comment :

5. Is higher authority advised of problems found in service units?

Comment :

6. Does higher authority support recommendations made in trip reports?

Comment:
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MAMGEMENT SERVICES EXHIBIT 5-6,1OA(40)

SUPPLY MANAGEMEHI’ - CENTRAL OPERATIONS

F . MANUALS/HANDBOOKS/CIRCULARS, En=,

1. Are the FPMR, HHS-MMM, and IHS Supply Management Manual available and ,
are they kept current?

Comment :

2. What type of SSC operating procedures have been developed?

Comment :

3. Are SSC operating procedures kept current?

Comment:

4. Are there any conflicts in SSC procedures as compared to the FPMR,
MNM, IHS?

Comment :

5. Are the policies and regulations outlined in the FPMR, MMM, IHS,etc.,
being followed?

Comment :

6. Are changes needed in the IHS Supply Management Manual?

Comment :
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MANAGEMENT SERVICES EXHIBIT 5-6.10A(40)

SUPPLY MANAGEMENT - CENTRAL OPERATIONS -

G.SUPPLY BUDGET 

1. Is an area supply budget developed?

Comment :

2. Who develops the supply budget?

Comment :

3. What is the supply budget based on?

Comment :

4. Are ADP Supply Reports used to support supply budget needs?:.

Comment :

5. What input does SSC personnel have in the development and changes to
supply budgets?

Comment:

6. What changes are recommended in the budget process?

Comment :
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MANAGEMENT SERVICES EXHIBIT 5-6.1OA(40)
R6

SUPPLY MANAGEMENT - CENTRAL OPERATIONS

H. FOLLOW-LIP ON, OUTSTANDING PURCHASE ORDERS

1.

2.

3.

Is routine follow-up made on orders that are seven (7) days past the
scheduled delivery date?

Comment :

Is Supply Report No. 72 used in the follow-up process?

Comment :

Does the purchase order file contain a copy of the documented
follow-up action?

Comment :

I. RECEIVING REPORTS

1.

2.

3.

Are “Pending Purchase Orders” and “Completed Purchase Orders” filed
and maintained in accordance with prescribed procedures?

Comment :

Are items checked in, placed into stock and receiving report completed
within 6 hours after receipt of the item?

Comment :

Are items checked in and receipted for by the Designated Receiving
Agent?

Comment :

J. STORE STOCK ISSUES

1. Is there an established and utilized issue schedule for stores stock?

Comment :
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MANAGEMENT SERVICES EXHIBIT 5-6.1OA(40)
6.

SUPPLY MANAGEMENT - CENTRAL OPERATIONS

2. Are issue requests being properly completed?

Comment :

3. Are proper controls maintained on issue requests?

Comment :

4. Is Form HRS-413, Issue Request for Stores Stock Supplies, being used
to request unscheduled issues and controlled items?

Comment :

5. Are issue requests and issue documents being properly reviewed and
processed?

Comment :

6. Are there excessive UN-SCHEDULED issues?

Comment :

K. DOCUMENT FILES AND RECORDS

1.

2.

Are supply documents being vouchered and processed within 4-6 hours
after receipt of supplies or stock issue?

Comment :

Are property vouchers filed and maintained in accordance with
established procedures?

Comment :



MANAGEMENT- SERVICES EXHIBIT 5-6.1OA(40)
ER 6

SUPPLY MANAGEMENT - CENTRAL OPERATIONS

3.

4.

5. Is there a smooth flOW of documents?

6.

Are supply, documents reviewed for proper signature, accounting data,
correct quantity, price, etc., prior to being processed?

Comment :

Are unrequired documents being maintained?

Comment :

Comment 

Are proper records and files being maintained on “Controlled Items”?

Comment:

7. Is the “Inventory Document File” file being maintained in accordance
with published procedures?

Comment :

a. Are proper files and records maintained on Outdated Items?

Comment :

9. Are proper files and records maintained on Deteriorated/Damaged
supplies?

Comment :

10. Are proper files and records maintained on Quality Control complaints
and Supply Committee Meetings?

Comment :
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M4NAGEMEW SERVICES EXHIBIT 5-6.1OA(4O)

SUPPLY l&NAGE&JQ
R6

- CENTRAL OPERATIONS

11.

12.

13.

Are proper documents being used for inventory adjustments/transfers/
disposals?

Comment :

Are proper approvals obtained on disposal and adjustment documents?

Comment :

Are copies of adjustment/transfer/disposal documents being provided to
Finance?

Comment:

L. WAREHOUSE

1.

2.

3.

4.

5.

Is storeroom security enforced in accordance with procedures?

Comment :

Is security of “Controlled Items” in accordance with procedures?

Comment :

Were any outdated/deteriorated/damaged items found in stores stock?

Comment :

Are good “Housekeeping Practices” enforced in the warehouse?

Comment:

Does any unsafe condition exist in the warehouse?

Comment :

n
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MANAGEMENT SERVICES EXHIBIT 5-6.1OA(40)

SUPPLY MANACEMENT - CENTRAL OPERATIONS

Does the warehouse layout and storage techniques provide for efficient
utilization of space?

,
Comment:

Does the storeroom need to be re-warehoused to improve space
utilization? .

Comment :

M. SUPPLY REPORTS

1.

2.

3.

4.

5.

Are reports properly filed and maintained?

Comment :

Is Report No. 10, Monthly Voucher Summary Report, checked against the
voucher register each month and appropriate corrective action taken on
differences found.

Comment :

Is Report No. 11 Transaction Register, reviewed and appropriate
corrective action taken on errors found?

Comment :

Is Report No. 12, Listing of Inactive Items, reviewed monthly and
action taken on those items without issues in over 4 months?

Comment :

Is Report No. 14, Due in Register, reviewed and updated monthly?

Comment :
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MANAGEMENT SERVICES EXHIBIT 5-6.10A(40)
6

SUPPLY MANAGEMENT - CENTRAL OPERATIONS

14. Is proper distribution being made on the ADP Supply Reports?

Comment:

N. INVENTORIES

1. IS an annual inventory taken?

Comment :

2.

3.

4.

S.

Are annual inventories taken in accordance with published procedures?

Comment :

Are proper procedures used to reconcile inventories?

Comment:

Is there proper inventory documentation?

Comment :

What changes should be made in the inventory procedures?

Comment :
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MANAGEMENT SERVICES (PART 5) EXHIBIT 5-6,1OA(40)

SUPPLY MMAGEMENT - CENTRAL OPERATIONS

4. Items added/changed/deleted in the past months.

Area Masters Added

Area Masters Changed

Area Masters Deleted

Station Masters Added

Station Masters Changed

Station Masters Deleted

-

5. Is a catalog available to the users listing those items available from
stores stock?

C o m m e n t :

Comment :

Is the catalog kept current?

Comment:
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MANAGEMENT SERVICES

SUPPLY MANAG

0. REVIEW OF INVENTORY INVESTMENT

EXHIBIT 5-6.1OA(40)

RAL OPERATIONS

1. Inventory Data :
As of As of As Of

Actual closing Inventory Value

Less Value of Items With No Issues In over 6 Months

Less Value of Over Stockage

Adjusted Closing Inventory Value

Percent Decrease

Actual Months Supply In Inventory

Adjusted Months Supply In Inventory

Months Reduced

As Of

2. What action is taken to delete inactive items from inventory?

Comment :

3. What steps are taken to add items to inventory?



MANAGEMENT SERVICES EXHIBIT 5-6.1OA(40)
ER6

SUPPLY MANAGEMENT - CENTRAL OPERATIONS

6. Are error reports being properly corrected and re-processed?

Comment :

7. Do the supply reports reflect current information, i.e. description,’
source, vendor, lead time, projected usage?

Comment :

8. Does. the staff need additional training on the use of the ADP Supply
Reports?

 Comment: 

9. Is there a need for additional ADP Supply Reports or changes to
present reports?

Comment :

10. Are Supply summary type reports provided to and/or reviewed with
, higher echelon each month?

Comment :

11. Are manual supply reports being prepared? If so, type, purpose, and
source of data.

Comment :

12. Are reports requested by higher echelon prepared accurately and
submitted on time?

Comment :

13. Is Report No. l3, Requirements Analysis Report, being properly
utilized to order stores stock?

Comment :



MANAGEMENT SERVICES (PART 5) EXHIBIT 5-6,1OA{401

SUPPLY MANAGEMENT - CENTRAL OPERATIONS

’P. ANNUAL INVENTORY TURN-OVER RATE

The

1.

2.

3.

4.

5.

number of times the inventory turned over in the past 12 months.

Rating Performance Standard No. 1: .

3.5 - 12.0 Times = Substantially Exceeds
3.0 - 3.4 Times = Exceeds
2.5 - 2.9 Times = Meets
2.0 - 2.4 Times = Partially Meets
0.0 - 1.9 Times = Fails to Meet

Calculation:

Average monthly
the total stock

inventory value for the past 12, months divided into
receipt value for the past 12 months.

:Purpose

To reduce funds ($$$) tied up in inventory at any one time. The
higher the turn-over rate, less funds ($$$) are tied up in-inventory;
to reduce overstocking of supplies; and to reduce space requirements.

Monitoring:

Use actual calculation on a quarterly/semi-annual/annual basis; or
divide the months supply on hand in inventory as listed on Report No.
20 each month into 12 to arrive at a general turn-over rate.

Turn-Over Rate :

As of As of As of As of

Comment:
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MANAGEMENT SERVICES EXHIBIT 5-6.1OA(40)
CHAPTER 6

SUPPLY MANAGEMENT - CENTRAL OPERATIONS

Q. INACTIVE STOCK ITEMS

Percent of the total stock items in inventory that have had no issues in
13 months or longer.

1.

2.

3.

4.

5.

Rating Performance Standard No. 2:

0.0 - 0.5 Percent = Substantially Exceeds
0.6 - 1.0 Percent = Exceeds
1.1 - 1.5 Percent = Meets
1.6 - 2.0 Percent = Partially Meets
2.1 - 100 Percent = Fails to Meet .

Calculation:

Divide the total number of stock items in inventory into the number of
items with no issues in 13 months or longer.

:Purpose

‘Reduce investment loss from items becoming outdated/deteriorated/
unuseable/etc. improve space utilization; and reduce personnel time.

Monitoring:

Review the following monthly supply reports:

Report No. 12 - Station Listing of Inactive Stores Stock Items -
Detail Listing; Report No. 19 - Station Monthly Supply Summary Data by
General Ledger Account; and Report No. 23 - Listing of Potential
Unrequired Supply - Items identified with a asterick.

Inactive Items:

As of As of As of As of

No. Items in Inventory

No. Items with no Issues
in: 13 Plus Months

7-12 Months

Percent with no Issues

Comment : .
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MANAGEMENT SERVICES 
CHAPTER 6

EXHIBIT 5-6.1OA(40)

SUPPLY MANAGEMENT - CENTRAL OPERATIONS

R. VALUE OF OVERSTOCKED/INACTIVE SUPPLIES

Percent of the inventory value that is overstocked and inactive.

1.

2.

3.

4.

5.

Rating Performance Standard No. 10:

0.0 - 1.5 Percent = Substantially Exceeds
1.6 - 3.0 Percent = Exceeds
3.1 - 4 .5 Percent = Meets
4.6 - 6 .O Percent = Partially Meets
6.1 - 100 Percent = Fails to Meet

Calculation:

Value of items with no issues in 13 months or longer and, the excessive
value of items on hand that exceed 15-16 months supply (12 months plus
review point months).

Purpose:

Reduce inventory investment - $$$; reduce inventory loss from items
becoming outdated/deteriorated/outmoted/unuseable/etc.; reduce space
requirements; improve investment turn-over rate; and reduce months
supply on hand.

Monitoring:

Review Report No. 23, Listing of Potential Unrequired Supplies; each
month.

Other reports that can be utilized:

Report No. 11 - Monthly Stores Stock Transaction Register; Report
No. 12 - Listing of Inactive Items; Report No. 39 - Inventory
Analysis Detail Listing; and Report No. 38 - Re-Warehousing, Report.

Value of Overstocked/Inactive Supplies:

As of As of As of As of

Inventory Value

Value of Overstocked/
Inactive

% Overstocked/Inactive

Comment :
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 MANAGEMENT SERVICES EXHIBIT 5-6:1OA(40)
6

SUPPLY MANAGEMENT - CENTRAL OPERATIONS

S.. STORES STOCK. FILL RATE

Percent of the line items-requested from stores stock where the total
quantity requested was issued.

1.

2.

3l

4.

S.

Rating Performance Standard No. 3:

98 - 100 Percent = Substantially Exceeds
96- 97 Percent = Exceeds
94 - 95 Percent = Meets
92 - 93 Percent = Partially Meets
O - 91 Percent = Fails to Meet

Calculation: Total line items requested from stores stock divided
intO, the total line items that were 100% filled.

:Purpose To improve supply support provided to the direct user.

Monitoring: Review the following monthly reports.

Report No. 11 - Station Monthly Transaction Register; Report No.
19 - Station Monthly Supply Summary Data by General Ledger
Account ; and Report No. 20. - Area Monthly Supply Summary Data by
General-Ledger Account.

Stores Stock Fill Rate:

As of

Number Line Items
Requested/Process&d

Percent Total Outs

Percent Partial Filled

Percent 100% Filled

As of As of As of

Comment :
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MANAGEMENT SERVICES EXHIBIT 5-6.1OA(40)
CHAPTE

SUPPLY MANAGEMENT - CENTRAL OPERATIONS

T. STORES STOCK ISSUES VERSUS DIRECT ISSUES

Percent of the total issue value (stock and direct) that should be issued
from stores stock by category for sub-sub,activity 01

1.

2.

Rating Percentages: Performance Standards 4-9:

Substat.
Exceeds Exceeds Meets

Part. R a i l s  T o
M e e t

3.

4.

Drugs 86-100 81-85 76-80
Medical 70-100 65-69 60-64
Subsistence, 31- 100 26-30 21-2s
Laboratory 31-100 26-30 21-2s
Office/Admin. ’ ’ 36-100 31-3s 26-30
Other (Excl. Fuel) 50-100 45-49 40-44

Stores Stock Percentages:

Meets

71-7s
55-59
16-20
16-20
21-2s
35-39

.0-70
O-54
o-15
o-15

: 0-20
 0-34

~  ~ ~

As Of As Of As Of As Of

DRUGS (Excludes Blood)

MEDICAL

SUBSISTENCE

LABORATORY

OFFICE/ADMINISTRATIVE

OTHER (EXCLUDES FUEL)

TOTAL

Calculation:

Divide the total issue value, stock and direct, into the stores stock
issue value. Year-to-date totals are used.

Purpose:

To provide better supply support services to the using activities; to
reduce manual records that are maintained by using activities; to
reduce storage space requirements at the point of use; to reduce the
number of purchase orders issued; and to improve inventory control and
accountability by placing recurring use items into the inventory
control system.
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MANAGEMENT SERVICES EXHIBIT 5-6.1OA(40)
6

SUPPLY MANAGEMENT - CENTRAL OPERATIONS

5. Monitoring:

Compare the stock issue values to the direct issue values as listed on
the following reports.

Report Nd. 16 - Station Monthly Sub-Sub-Activity Report and Report No.
17 - Area Monthly Sub-Sub-Activity Report.

6. Comments:
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MANAGEMENT SERVICES EXHIBIT 5-6.1OA(40)
CHAPTER6

SUPPLY MANGEMENT - CENTRAL OPERATIONS

U. REVIEW OF ANNUAL INVENTORIES

Percent of the stores stock line, items that had overages or storages on
the annual inventories.

1. Rating Performance Standard No. 12:

2.

3.

4.

5.

0.0 - 0.5 Percent = Substantially Exceeds
0.6 - 1.0 Percent = Exceeds
1.1 - 1.S Percent = Meets
1.6 - 2 .O Percent = Partially Meets
2.1 - 100 Percent = Fails to Meet

Calculation: Divide the number line items received/issued in the past
12 months into the number of line items that had overages/shortages on
the annual inventory.

:Purpose To maintain the accountable inventory records in an accurate
status at all times. This will assist in reducing stock outages and
reduce procurement of items prior to actual need.

l Monitoring .Review annual inventories and review monthly reports to
ensure t at errors are corrected and re-submitted; missing documents
are accounted for and processed.

Review of Inventories

As of

Number Required/Completed

No. Line Items in Inventory

No. LI Received/Issued

No. LI W/ Overages/Shortages

% with Overages/Shortages

Value of Overages

Value of Shortages

As of As of As of

Comments:

i ’
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MANAGEMENT SERVICES EXHIBIT 5-6.1OA(40)
6

SUPPLY MANAGEMENT - CENTRAL OPERATIONS

V. UTILIZATION OF REQUIREMENTS ANALYSIS REPORT

Percent of the items listed on the Requirements Analysis Report’that have
appeared 3 or more consecutive months. (Does not include item with EQQ
months of 1.0 or 1.5).

1.

2.

3.

4.

5.

Rating Performance Standard No. 10:

O - 3 percent = Substantially Exceeds
4 - 6 percent = Exceeds
7 - 9 percent = Meets

10 - 12 percent = Partially Meets
13 - 100 percent = Fails to Meet

Calculation:

Year-To-Date Totals: Divide the total number items appearing on the
report into the number that is excessive.

:Purpose

To reduce the inventoryinvestment. Yet, to have the supplies on hand
in the quantities required to meet expected demand; and to use the
Economic Order Quantity (EQQ) Principle in replenishment of stores
stock.

Monitoring:

Review monthly Requirements Analysis Reports.

Review of Items on Requirements Analysis Report

Number I terns on Report

Number Excessive Times

Percent Excessive

As of As of As of As of

Comments:
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SUPPLY MANAGEMENT - CENTRAL OPERATIONS

DEPARTMENT OF HEALTH tk HUMAN SERVlCES H e a l t h  S e r v i c e s  A d m i n i s t r a t i o n  
.

PUBLIC HEALTH SERVICES of f ice  of the  Administrator

Memorandum

From

Subject

D i r e c t o r
Office of Property.Management

T O ’
Disposal of Outdated/Deteriorated Expendable Stock Items

See Below

Drugs, biologicals, reagents, and other expendable stock items which
are determined to be unsafe because of expiration of-dating or deterior-
eation and which have no scrap or salvage value and cannot be returned
to the supplier for credit are to be destroyed by the holding activity.
Within the ‘following limits, the “officer-in-charge of the property
accountable area, ‘his deputy or executive assistant” (except when
serving as the property management or accountable officer) may exer-
cise authority to approve disposal determinations. Final review
authority for destructions in excess of values listed is reserved
to the Director, Office of Property Management, HSA, and must be
accomplished prior to physical destruction.

Controlled Substances, any accumulation of controlled,
substances having a total acquisition cost of less than
$500 which-meet the above criteria may be approved for
destruction. c

Drugs, Biologicals, and Reagents, accumulations including
open or broken containers of these items meeting above
criteria may be approved for destruction when acquisition
cost was less than $500 per manufacturer’s lot or batch
number and does not exceed $1000 per line item.

Other Expendable Stock Items, accumulations of these items
meeting above criteria may be approved for destruction
when acquisition, cost was less than $1000 per line item.

Destruction, including controlled substances, shall be total and in
such a manner as to preclude the utilization of any portion thereof.
The destruction shall be in accordance with Federa1, State, and local
air and water pollution control standards. For controlled substances,
compliance with Drug Enforcement Administration (DEA) regulations
is -also required. Destruction shall be performed by an employee of

 the holding activity and shall be accomplished in the presence of
two other employees as witnesses to the destruction, unless in the
the case of controlled substances the Regional Director of DEA
directs otherwise.
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SUPPLY MANAGEMENT,- CENTRAL OPERATIONS

B

Page 2 - See  Below

Records shall show that destruction was accomplished; the method, date,
item (s) and quantity destroyed shall also be documented by the employee
charged with the responsibility for that destruction. The two witnesses
must sign the following statement which is to appear on the certification
below the signature of the certifying employee:

I have witnessed the destruction of the (controlled
substances) (drugs, biologicals, and reagents other
than controlled substances) or (other expendable stock
items) described in the foregoing certification in the
manner and on the date stated herein:

Witness ( Date)

Witness ( Date)

Documentation of determinations, approvals, destruction certifi-
cations, and inventory record adjustment shall be accomplished on
or made a part of Form.HEW-365, Inventory Adjustment. The HEW-365
should also contain a certification that the item(s) could not be
returned to the supplier for credit.

A separate record shall be maintained of all destructions accomplished
under this authority. A report of dollar value destroyed, by category
shall be furnished to the Office of Property Management semi-annually
and is due April 20 and October 20 each year.

Addressees:

Executive Officer, BMS
Executive Officer, IHS
Associate Deputy Director, IHS
Chief, General Services Branch, IHS

i N D I A N health Manual (9-30-86)’ TN 86.4





MANAGEMENT ,SERVICES  (PART 5) EXHIBIT 5-6.1OA(44)
CHAPTER 6. SUPPLY MANAGEMEXT - CENTRAL. OPERATIONS

DEPARTMENT/CUPBOARD .STOCK SUPPLY REVIEW DOCUMENT

SERVICE .UNIT:

P &G

1.

DEPARTMENT: D A T E :

S OFFICER: DEPT CONTACT:

Are there any outdated items in cupboard stock? Yes No

If yes, list items and planned disposition.

3. Are there any overstocked items in cupboard stock? Yes No

I t e m ( s ) Planned Disposition

f .

Ar ethere any unusable/unneeded items in cupboard stock? Yes No

If yes, list items and planned disposition.

Item(s) Planned Disposition

If yes, list items and planned disposition.

Item(s) Planned Disposition

4. Are there any quality control complaints? Yes No

If yes, complete Quality Complaint/Improvement Report Form, Exhibit
5-6.1OA(57), for each item and attach completed form(s) to this review
document; Number items
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MANAGEMENI’ SERVICES (PART 5) EXHIBIT 5-6.1OA(44)
CHAPTER 6

SUPPLY MANAGEMENT - CENTRAL OPERATIONS

5: Are any items identified that, should be added to Supply Service,Center
Stock Inventory? Yes No

If. yes; complete Request for New Item Form, Exhibit 5-6.1OA(34), for each. :
item and attach completed form(s) to this review document. Number
i t e m s

6. Do cupboard stock bin labels need to be replaced/updated? Yes No-  -

If yes, when is the scheduled completion date?

7..Do any user levels need to be revised in the Issue Rook? Yes No-  -

If yes, when is the scheduled completion date?

8. Percent of the line items requested from the Area Supply Service Center
that were requested off schedule, % Rating:

If rat.ing is below “Meets Standard” what action is planned to improve
rating?

9. Stock Issue Value; Direct Issue Value

10. Does the department supervisor have any comments/suggestions/recommenda-
tions as to improvements that could be made in the supply support being
received? Yes No

If yes, list:

Signature P & S Officer Signature Dept. Supv.

DISTRIBUl’ION

Original with attachments: TO - Area Supply Management Officer
Copy with attachments: To - SUD, AO, Department Supervisor, and Supply File
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M A N A G E M E N T  S E R V I C E S  

CHAPTER 6
SUPPLY MANGEMENT - CENTRAL OPERATIONS

E X H I B l T 5-6:lOA(45)

,

BATCH CONTROL SHEET FOR SUPPLY TRANSACTIONS

1.

2 .

3 .

4 .

5 .

6 .

7 .

8 .

9 .

DATE:.

TYPE OF TRANSACTIONS:

TRANSACTION CODE:

AREA CODE:

STATION CODE:

NUMBER OF RECORDS TO BE ENTERED:

OPERATOR:

DATE COMPLETED:

DO RECORD COUNTS AGREE? YES: NO:

NOTE: IF THE RECORD COUNTS DO NOT’ AGREE - VERIFY THE COUNT ENTERED IN ITEM 6. IF NECESSARY, USE “RECORD RECALL”
TO VERIFY ITEMS ENTERED AGAINST EACH DOCUMENT  ITEM.






